PROPERTIES SCHEDULE
FOUR MONTHS BEFORE PRODUCTION
1.
Read the play
-Once you have accepted the role of Props Master, you will need to 

read a copy of the play. Read it once to familiarize yourself with the script and again to make notes about props said in the dialogue or references. These will come in handy when you select the props.

2.
Create and organize the Props notebook
-Using a three-ring binder, organize a notebook for all props information.
-The notebook should have several sections:

1. Cast and production crew lists

2. One divider for each act or scene

3. Notes & Master copies

4. Script

-Cast and production crew lists should be alphabetical by last name and 

have current telephone numbers listed as a quick reference guide.

-Use separate dividers for each act or scene. If the play is full length, 

divide by acts with separate scenes tabbed. If the play is a one-act, divide by scenes. For scenes, make one divider. Under each section will be a props list and pictures showing each prop, as needed.

-Make sure you have paper for notes from the director or yourself. Also, 
master copies of anything should be kept, just in case!

-Keep your copy of the script handy. Remember, you put a lot of notes 

inside the script about props that you will want later. Consider highlighting your props notes for easier reference.
THREE MONTHS BEFORE PRODUCTION
1.
Make a props list
-Make a master props list of all props needed. You will want to include

the page number, prop, description, character who uses the prop, and comments. Then, make a props list by act and/or scene, depending on the length of the play, in the same manner.
2.
Start getting out of storage, buying, borrowing, or making props
-Always make sure that you check the stock props for the theatre 

department before doing anything since many props may already be stored and usable if adapted. Also, always ask the actors for their contributions (see 3. below). Then, you will need to decide if you are going to buy, borrow, or make props.

-If you buy props, check the thrift stores for cheap finds. If the director 

isn’t picky, most props can be purchased on a fairly tight budget at thrift stores coupled with actor contributions and stock props. This method is the most common.

-If you borrow props, make sure you label each prop with the 

borrower’s name, address, and contact number. Also, make a master list of props borrowed, from whom, and to where they should be returned. When borrowing, you can’t be too organized keeping track. All borrowed props should be returned in the same or better condition than when received. If not, you may have a bill on your hands.

-If you make props, you will need to purchase all of the materials before 

starting. You will probably want to talk to the director first, just in case. You will want a crew helping you, too (see 4. below). Decide who can make what and about how long it will take. Whenever any volunteer makes a prop, s/he will need a copy of the prop description and picture. Never give out your originals! Have a specific deadline so that you can get the props back in time to make any changes before the show. This method is probably the most time-consuming unless you have a crew that operates well and is willing to make on your schedule.

-You can do a combination of each; however, you want to make sure you 

label which props you a) bought so they can be stored for other productions later, b) borrowed so that they can be returned to the correct owner, and c) made so that they can be returned to either the purchaser, maker, or stored for future use.

-If props are edible, they should be purchased at the last possible minute. 

It’s best to have another individual purchase the edible props if you feel you are too busy on production night. New edible props should be purchased each night, unless they can be safely stored in a refrigerator. Gloves should be worn every time edible props are handled with the exception of the actors on stage.
3.
Involve the actors

-Post a list of all props needed. Many actors will have unusual props at 

home or know of someone who does. Also, give each actor a list s/he needs to bring in for his/her role(s). Many times actors are willing to get that pair of glasses or find the flag, if they can keep them. Actors can keep any prop they purchase, so long as they are not reimbursed, it isn’t edible, and is still in one piece. Make sure you label these props, too, although most actors will take theirs home at the end of a production. Otherwise it’s a donation!

-Remind all actors that they are to touch only their props, never the props 

of other actors. Also, if they do have an edible prop, they can only eat the edible prop on stage only when it’s their cue to eat! Other actors need to keep their hands off!
4.
Involve other volunteers

-Other adults may be willing to do several small tasks related to 

props, such as painting or making the initial lists. It’s worth asking other cast member’s parents or other adults related to the school community.
-If you have a props crew, the crew members can take one act or scene 

each to divide the work.

5.
Rehearsal props versus the real deal

-Before you hunt for all of the real props, you will need to have fake 

props for the actors to use in the mean time to get used to having a prop at all. So long as it’s a close second, any rehearsal prop will do. For example: a sword could be a broomstick or yardstick. Not every real prop needs a rehearsal double. Ask the director for specific props needed in rehearsal as it varies from play to play.

6.
Use a props table, plastic bins, or boxes
-The easiest way to keep the props organized is on a props table, although 

plastic bins or boxes can work. A table, or two if there are a lot of props, is covered with white butcher paper. Each prop is laid on the table and traced with a permanent black marker. Inside the outline, the prop name is marked. Props are usually organized on the table by the same acts or scenes. Every prop has its specific place and the table makes it quickly apparent when a prop is missing simply because there is an outline and no prop!


-You can use plastic bins or boxes for props, particularly if the backstage 

space does not allow room enough for a table much less two. If the show has a lot of awkward props, it may be easier to put them in a plastic bin or box and mark it by act or scene. If there are only scenes, it can be easier to mark each scene per box.
ONE to TWO MONTHS BEFORE PRODUCTION
1.
Continue working on props until finished
-It may take several weeks to collect, find, borrow, and/or make 

props. Once props are finished, you can put them on props table, in their plastic bin, or box them and mark them off in your notebook.

2.
Remind the actors to bring in props
-If you have actors who promised to bring in props, but you haven’t seen 

any, chances are that you need to remind each actor specifically what s/he needs to bring in. Actors are forgetful! The more reminders, the better chance the prop will appear.

DRESS REHEARSAL WEEK

1.
Dress Rehearsal
-All props should be ready to go on stage. If an actor finds that a prop is 

not right, then more adjustments may be necessary. Dress rehearsal is the last chance for any last minute changes.

2.
DOUBLE CHECK EVERYTHING!

-You or your actors need to check each costume bag for all contents after 

every show. You may find repairs needed before the next show!

WEEK(S) OF PRODUCTION and POST-PRODUCTION

1.
Props Table, Bins, or Boxes
-After each show, check to make sure actors PUT AWAY their props! 

2.
Cleaning & Returning

-After the production is over, all props need to be returned to their proper 

owner. Any props left behind, unless borrowed, now belong to the theatre department!

Always check with the director for last minute details!

Break a leg!
