








Production:_______________________ Prop Master:_______________Phone:________ Page:____ of ______


#         Item�
�
Quan.�
Expendable?�
Scene/Character�
Cost�
Source�
Designer�
�
Rehearsal Prop�
Done�
�
�
�
�
o Yes  o No�
�
�
�
�
�
o�
o�
�
�
�
�
�
�
�
�
�
�
�
�
�
Description:








�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
o Yes  o No�
�
�
�
�
�
o�
o�
�
�
�
�
�
�
�
�
�
�
�
�
�
Description:








�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
o Yes  o No�
�
�
�
�
�
o�
o�
�
�
�
�
�
�
�
�
�
�
�
�
�
Description:








�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
o Yes  o No�
�
�
�
�
�
o�
o�
�
�
�
�
�
�
�
�
�
�
�
�
�
Description:








�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
o Yes  o No�
�
�
�
�
�
o�
o�
�
�
�
�
�
�
�
�
�
�
�
�
�
Description:








�
�
�
�
�
�
�
�
�
�
�
�



�
Production: Title of show.	Prop Master: Your name and Phone #.	Include Page X of X information so that the lost pages will be immediately noticed.





NUMBER (#.) � Assign a reference number to all properties, starting with 1 and ascending. Each entry must have a number. Once a prop is cut, the number goes away. Do not re�number, or re�order. Add props only to the end of the list. The number of the prop on the prop list does not change throughout the rehearsal process; each prop has its own numeric identity.   This will prevent confusion between similar props on the list.





ITEM � Name or brief description of a prop.





QUANTITY� Only group identical items together, otherwise list them separately. For example, if three canes are used in a show, only list them together if they are EXACTLY the same.  If a prop is used several times in one performance list it only once. If a  property changes during the show, state the changes in the description column.   





EXPENDABLE� If a prop is meant to be destroyed or consumed in a show mark a yes in this column. Include the number used per performance in the quantity column and explain the action in the description column. 





SCENE/CHARACTER� The specific act and scene and/or character with whom the prop is associated. 





COST and SOURCE � Columns provided for the property master's use.  Phone numbers and contact info can be included in the description below.





DESIGNER - Note which designers or design areas to which this prop is pertinent.





REHEARSAL PROP and DONE - Check these when each step of this process is complete.





DESCRIPTION � This column is for a detailed description of the prop. Be as specific as you can, no detail is too small. Include information received from the script, from the director, from the appropriate designer, etc.





Changes to the Property List 


	All changes, additions, and cuts to the prop list must be made in writing as soon as possible. The stage manager, prop master, and the appropriate designer must be notified. 





What is done with this list


	The prop master keeps this list in a binder, and maintains regular contact with all props staff.  Alternately, the binder may be kept in a VERY SAFE place, such as screwed to a table top somewhere handy for everyone.  The complete list could also be mounted on a wall someplace, where it can be easily viewed.  The specifics of this will vary depending on the number of staff that need access to the list and the regularity with which the list changes.  All copies made of this list must be marked COPY and DATED so that older versions of the list are never mistaken for updated ones.  Obsolete copies are to be ripped in half immediately.


	


