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II.  PURPOSE OF HANDBOOK 
 

 
There have been a core group of volunteers who have been Properties Designers for many years.  The 
theater is always interested in soliciting for NEW volunteers.  Therefore, we needed to develop a set of 
procedures and forms to make it easier for the new volunteers to do their job.   
 
The props available to Properties Designers are located at The Colonial Players annex, located at: 
2132 Renard Court, Annapolis, MD 21401 
 
When Properties Designers are given authorization to access the annex and prop room they are issued a 
FOB by the theater’s Operation Manager, currently Wes Bedsworth, who can be reached at: 
(wes.bedsworth!thecolonialplayers.org). 
 
As Properties Designers, we have an important role in helping support the vision of the Director of a 
production.  It is important to understand the view point of the Director to “tell the story” through props 
and set pieces.  Therefore, when choosing props, it is always good to get feedback on what we think will 
work – either by word or photos.  Through years of experience, we have learned to photograph and send 
images to the director, or a link to a web site of something we want to borrow or buy.  After all, we have a 
limited budget, and keeping costs down is an important part of our responsibilities. 
 
These procedures may be subject to change, as with all organizations, as we improve the method.  But, as 
of this date, this is how we proceed.  See Section IV - Procedures. 
 
Please let us know if you have any questions.  See Section VII.  Contact Information and Important Notes for 
the procedure to submit your comments, and for important information. 
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III. PRODUCTION MANUAL GUIDELINES (Revised May 18, 2021) 
 
4.11. Properties Designer (Pages 40-41) 

4.11.1. The Properties Designer is responsible for designing the properties plot of the 
production and acquiring the props to be used. The Properties Designer should plot the 
production in a way that supports the characters and story while accommodating special 
requirements. The Properties Designer should coordinate with the Director for overall vision, 
and with the Set Designer and Set Decoration Designer to ensure properties integrate well with 
other design elements. 

4.11.2. Properties (“props”) are any non-costume items carried, handled, and/or used 
by actors on stage. Props include food and weapons. 

4.11.3. The Properties Designer should research the types and styles of items 
available during the era of the production to ensure authenticity. The Production Team 
Properties Consultant is available to advise and assist in this research. 

4.11.4. The Properties Designer may also serve as the Set Decoration Designer. 
Refer to Section 4.12. 

4.11.5. It is Colonial Player’s highest priority that the use of weapons on stage and in 
rehearsals be managed safely – for performers and bystanders alike. Use of weapons in 
rehearsals and performances must be approved by the Production Director prior to the start of 
the first rehearsal. Generally, the use of weapons will be approved if called for in the script, but 
proper safety training must take place prior to any weapons use. The Production Director will 
provide guidance on how to obtain such safety training. 

4.11.6. A variety of weapons (except  firearms) may be available from the Prop Room. 
This includes swords, knives, clubs, et al. Edged weapons must be dull and pointed weapons 
must have a blunt tip. Firearms are a special category of weapon that has additional safety and 
other considerations. As a result, Colonial Players does not maintain an inventory of firearms of 
any sort – toy, non-firing, blank firing, or real. If a show requires a firearm, the show must rent 
the firearm(s) from an approved theatrical weapons company. The cost will be charged against 
the show’s budget. 

4.11.7. The Properties Consultant maintains a Properties Manual or Handbook, which 
is available on the CP website under “Downloads”. It provides a variety of information useful to 
any Properties Designer at CP. 

4.11.8. If there are any questions, or if help is needed, the Properties Designer should 
contact the Production Team Properties Consultant. 
 

4.11.9. Budget 

4.11.9.1. The Properties Designer coordinates with the Producer for the props 
budget. All costs associated with acquiring, constructing, and maintaining the props for a 
production must be accounted for in budget planning. 

4.11.9.2. Every effort should be made to use props belonging to CP or to obtain 
them from other sources without expending funds. 

4.11.9.3. The Properties Designer advises the Producer as soon as possible if 
additional funds are required for props, and prepares supporting documentation for the request, 
including the justification for the additional expense and an itemized cost estimate. 
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            4.11.10. Before the Run 

                        4.11.10.1. As soon as possible, the Properties Designer coordinates with the 
Production Team Properties Consultant to discuss props needs and to receive a briefing on 
Prop Room procedures. 

4.11.10.2. The Properties Designer receives a key fob for the Annex and Prop 
Room from the Producer. 

       4.11.10.3. For rehearsals, in lieu of using production props, the Properties 
Designer may pull a set of rehearsal props that approximate the actual props used during the 
run of the production. When rehearsals transition to the Theater, actual production props are 
used and rehearsal props are returned to the Prop Room. 
                 4.11.10.4. No props from A Christmas Carol inventory may be used in a production 

unless approved by the Production Director. 
                4.11.10.5. The use of open flames, oil lamps, candles and/or smoking products on 
stage must be approved by the Board via the Production Director and must be in compliance 
with Fire Department regulations and CP Fire Policy (refer to Appendix D: Fire Policy). For the 
comfort of our patrons, smoking products should be avoided if the production will not be 
affected. Use of any and all lit tobacco and non-tobacco products within the theatre for any 
reason (other than use on stage as part of a performance) is prohibited at all times. 
               4.11.10.6. The Properties Designer provides the Producer the names of all 
personnel who assist with acquiring properties for the production in time for inclusion in the 
production playbill. The use of borrowed or donated props must also be properly acknowledged 
in the playbill for the production. 

 

4.11.11. During the Run 

4.11.11.1. The Properties Designer coordinates with the Stage Manager for the 
replenishment of consumables used as props in the production. 

4.11.11.2. As advised by the Stage Manager, the Properties Designer is 
responsible for ensuring any needed prop repair is accomplished or a suitable prop substitute is 
available before the next performance. 
 

4.11.12. After the Run 

4.11.12.1. At the close of a production, all props should be removed from the 
backstage area by noon of the day following the close of the production. The return of props 
should be coordinated with the Properties Consultant and props must returned to the Prop 
Room or to owners within one week of the close of the production. 

4.11.12.2. Props previously owned or purchased by CP may only be sold or given 
to performers or other interested persons with the approval of the Production Director. 
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IV.  PROCEDURES (STEP BY STEP) 

 
Assignment as Properties Designer – How to Proceed 

 
First of all, when someone is asked by a CP Director of a new production to be their Properties Designer, 
they need to know when they are required to begin.  Usually there is an initial Production Meeting when 
the entire team is introduced, and a list is shared by the Director of props needed.  The script of the 
production usually also has a list of props that are required.   The Director should provide a digital and 
paper copy of the script to the Properties Designer, and the team. 
 
It is best to list all the initial props in a spread sheet in the order they will be used in the production, so it 
will be apparent when and where the prop is used.  (Sample of Excel Spread Sheet used by Connie 
Robinson.)  Keep a running total of your expenses in order to stay within your budgeted amount. 
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IV.  PROCEDURES (STEP BY STEP) - CONTINUED) 

 
Within the first two weeks after the show opens, you should submit a Reimbursement Form to the PRODUCER 
for signature (he/she will pass the form on to the Treasurer) so that you can be reimbursed for your prop 
expenditures.  Make sure you copy all the receipts to attach to your form.  Then copy all the paperwork for 
your records, and hold until you receive a check from the Treasurer. 
 
Easiest way to tally up the expenses is to make another TAB SHEET in your spread sheet named 
Reimbursement.  Copy your prop list - paste it into the second SHEET with ONLY the expenses noted.   Just 
delete the rows that don’t apply (like borrowed).   (See sample below)  Print out only this sheet and attach to 
your Reimbursement Form.  Sometimes there are expenditures you made that apply to SET, or other areas. 
These are expenditures that were made with prior agreement from the Producer or Director. 
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V. PROP ROOM SAMPLE INVENTORY 
                                    
  Top Shelf: Lamps. clocks, music instruments, knick knacks, table top accessories, cuckoo clock 
     Second Shelf:   baskets, knitting/sewing items, boxes, ribbons, holder with quill pens, etc. office supplies,  
     On floor: skeleton, office pieces, many other items 

 
BIN FOR TALL 

ITEMS 
 

Top Shelf: 
suitcases, large 
carrying cases, large 
boxed fans 
 
Second Shelf: 
Tea pots, candles, 
silver serving dishes, 
ash trays 
 
Linens, blankets, 
pillows 
 
Third Shelf: 
Cameras, cases, 
radios, electronics of 
every kind, movie 
camera, TV sets, 
adding machine 
 
One shelf has bins 
with many kinds of 
flowers and greens 
 
Tote and duffle bags, 
back pack, camping 
equipment 
 
 

file bin with  
Sign Out forms 

 

 Top: bird 
houses, flower 
bins 
2nd/3rd: 
Womens and 
mens items, 
pipes, cigarettes 

Containers of 
walking sticks, 
sports equipment, 
flags, swords 

 
 

 
      
 

AISLE 

wooden boxes, art items, 
photo frames, stationary, 
signs, photo albums, 
weapons, magazines, 
Police items, medical items, 
blood, newspapers 

AISLE 

 
 

 

 
 

 
 
 
 
 
 
 

                
                    
                     
                     
 

                    ENTRANCE 

 
 
h 
 
 
 
 
 

 

Top shelf: 
lanterns, 
vases,, 
tumblers 
 
2

nd
  shelf: 

glassware, 
candlesticks 
 
3

rd
  shelf: 

dishes, cups & 
saucers, 
glasses 
 
Floor: cans,  
metal buckets, 
garden tools,  
cleaning items, 
baskets, trays. 
Kitchen items 
 

Top shelf: glasses of all kinds 
2

nd
 shelf: knick knacks, coke bottles, decorations 

Floor: fireplace pieces, statuary,  

Top shelf: trays, Christmas boxes 
2

nd
 shelf: dishware, kitchen items, 

wine & liquor bottles, candles 
3

rd
 shelf: mugs, fake food, 

pitchers, mason bottles 
lowest shelf: pitcher/bowl sets, 
bowls, mugs,,  

Top: metal containers,  
2nd: tankards, chalices 
3rd: telephones, cell phones,  
adding machine  
 

PROPS STORED HERE FOR 
“A Christmas Carol” 

Framed photos, clothes rack 
shoeshine box  
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V. PROP ROOM SAMPLE INVENTORY 
 

Main Entrance:  Sample of inventory, which continually changes. 
Upon request, we will give each show’s creative team a tour. 
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SAMPLES 

 
Tea pots, glass and silver serving pieces, cutlery, cameras, camera cases, movie camera, 
electronic equipment, TV remote, small radios, working lap top computer, and so forth… 
 

 
 
 
 
 
 
 
 
 

 
 
Electronic equipment, typewriter, TVs, telescope (others as shown) 
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MORE PROP ROOM SAMPLES 
  

 
 
 

 
Linens, pillows, blankets, bedspreads, suitcases, 
tote bags (tall bins for canes, poles, sports 
equipment, swords) 
 
 
 

 
Glasses of all kinds (including plastic for rehearsal 
use), tumblers, lanterns, vases, china sets, kitchen 
items, wine bottles, fake ice cubes, vintage cooking 
pots and pans. 

 
 

In January and June of each year, the prop room committee will reorganize, and 
review the contents for discards or donations.    
 
If there is anyone connected with the theater that would like to donate prop items, please 
leave them at the annex outside the prop room and fill out a Donation Form with your 
name and contact information so that the theater can send you a Thank You 
Acknowledgement.  You may also contact Connie Robinson to make arrangements for 
making donations at the annex.  (410-533-0991 cell) 



PROCEDURES FOR PROPERTIES DESIGNERS – THE COLONIAL PLAYERS THEATER 
Updated August 2021 

    

11 
 

Here are some items that are kept in my home for safe keeping; but, are available for 
shows.  Contact Connie Robinson 410.433.0991 – connie.john@comcast.net 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
1920s Film Camera on Tripod 

 
Civil War Surgeon’s Kit 

  

Queen Victoria Medal U.S. and Foreign Postage Stamps 

mailto:connie.john@comcast.net
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VI.  PROP RESOURCES 
       

A.  Your personal items (if you wish to loan or donate them to CP). 
B.  Keep email list of friends and family who have offered to loan items. 

a. If loaned, issue them a signed Receipt For Loan form. 
b. Make sure person or company is listed in Playbill under Acknowledgements. 

C.  If someone DONATES an item, please ask them to complete the Receipt for Donation 
form, and submit to our Treasurer for acknowledgement. 

D. You can also ask the editor of our CP News&Cues newsletter to post a request in an 
issue for props needed, with your contact information.  A request for props can also be 
made to our Marketing Director to post on our Facebook page, or the Colonial Players 
web site news scroll.  

E.  Local stores – props and furniture: 
Antiques At Annapolis  
27 Riverview Ave, Annapolis 21403 
antiquesatannapolis@gmail.com 
410-266-5550 Todd Scheminant 
(open 7 days a week 10-5:30) 

Chris O’Connor  
(sells 1060s-1970s items,will loan to CP) 
www.nauhausmodern.com 
nauhausmodern@gmil.com 
443.909.5087 

Blue Crab Antiques, Inc. 
55 Maryland Ave 21401 
mail@bluecrabantiques.com 
443.949.7055  Michael Ernst 
www.bluecrabantiques.com 

Evergreen Antiques 
69 Maryland Ave,  21401 
410-216-9067 Joanna IYoung 
Facebook.com/Evergreen Antiques 

Cha-Ching Consignments 
667 Old Mill Rd., Millersville 21108 
www.chchingconsignments.com 
chachingconsighments@comcast.net 
410-729-2009 CGlynis Kuhblnk 

Lutheran Mission Thrift Shop 
230 West St,  21401 
410-269-5016 
Mon - Fri: 9– 4:30, Sat 10-2 

Bon Vivant Antiques 
104 Annapolis St, Annapolis, MD 21401 
www.bonvivantantiques.com 
bonvivantantiques@yahoo.com 
410-263-9651  Carl Ihli 

Joy Reigns Lutheran Church –  
thrift Shop 
35 Mayo Rd, Edgewater, MD 21037 
Open:  Mon & Sat 9 am-1 pm 

Out of The Box (consignments) 
910 Bestgate Rd, Annapolis, MD 21401 
(443) 775-5223 
Open Tues – Sat 10-5 

Goodwill Industries (see web site) 
Annapolis. Bowie, Crofton & Edgewater 
(if over age 55, Wed = 30% off) 

mailto:antiquesatannapolis@gmail.com
http://www.nauhausmodern.com/
mailto:nauhausmodern@gmil.com
mailto:mail@bluecrabantiques.com
https://www.google.com/search?q=evergreen+antiques+annapolis&ie=utf-8&oe=utf-8&client=firefox-b-1
http://www.chchingconsignments.com/
https://www.google.com/search?q=lutheran+thrift+store+annapolis&ie=utf-8&oe=utf-8&client=firefox-b-1
http://www.bonvivantantiques.com/
mailto:bonvivantantiques@yahoo.com
https://www.google.com/search?client=firefox-b-1&ei=KAc5W5fhNsK7zwKUpYAo&q=bon+vivant+antiques&oq=Bon+Vivant&gs_l=psy-ab.1.1.0j0i67k1j0i131k1j0l7.130020.133075.0.134968.10.10.0.0.0.0.91.779.10.10.0..2..0...1.1.64.psy-ab..0.10.776...0i10k1.0.HZ0bhQ1UBbE
https://www.google.com/search?q=out+of+the+box%2C+annapolis%2C+md&ie=utf-8&oe=utf-8&client=firefox-b-1


PROCEDURES FOR PROPERTIES DESIGNERS – THE COLONIAL PLAYERS THEATER 
Updated August 2021 

    

13 
 

Partners in Care 
8151-C Ritchie Hwy, Pasadena, MD 21122 
http://www.partnersincare.org/boutique/ 
(410) 544-4800 

Antiques To Go 
3117 Mountain Rd, Pasadena 
410-360-7744 

Laurel Thrift Store Center 
9880 Washington Blvd N, Laurel, MD 20723 301-953-0090, 410-792-0090 
9 am - 9 pm, Monday-Saturday, 11 am - 7 pm, Sundays 
http://www.mythriftys.com/ 

RED, WHITE & BLUE THRIFT STORE  
123 Bowie Road, Laurel, MD 20707, (301) 490-4161 
9am – 6pm, Monday to Saturday 
http://redwhiteandbluethriftstore.com/laurel-md/ 

2nd Avenue Thrift Stores 
201 Fort Meade Rd, Laurel, MD 20707, (240) 297-9831 
Mon-Sat 9:00am-9:00pm, Sun 9:00am-9:00pm 
http://www.2ndavestores.com/ 

 
Brooklyn Park Value Village  
5604 Richie Hwy, #3 Brooklyn Park, MD 21225, (410) 789-8621  
Mon-Wed:  9:00-9:00, Thu: 9:00 am-7:00 pm, Fri-Sat: 9:00-9:00, Sun: 10:00 am-7:00 pm 
https://stores.savers.com/md/brooklynpark/valuevillage-thrift-store-5118.html 
 
Habitat For Humanity Re-Store (Mon – Sat, 9am – 6pm, Sun, 9am – 6pm) 
711 E Ordnance Rd #701, Curtis Bay, MD 21226, (410) 437-7755 
https://www.chesapeakerestore.org/ 
 
GypsyFaire (runs the first Saturday and Sunday of every month) 
1306 Mount Zion Marlboro Road, Lothian, MD 
www.gypsyfaire.com 
 
Second Chance (Tues – Sat, 9 - 5) 
Architectural Antiques & Salvage. 1700 Ridgely St, Baltimore, MD 21230  410-385-1700 
www.secondchanceinc.org 
 
The Loading Dock (salvaged building material, wood, tile, hardware) 
2 N Kresson St, Baltimore, MD 21224, (410) 558-3625 
http://www.loadingdock.org/  

https://www.google.com/search?q=partners+in+care+maryland&ie=utf-8&oe=utf-8&client=firefox-b-1
http://www.mythriftys.com/
http://redwhiteandbluethriftstore.com/laurel-md/
http://www.2ndavestores.com/
tel:(410)%20789-8621
https://stores.savers.com/md/brooklynpark/valuevillage-thrift-store-5118.html
https://www.google.com/search?client=firefox-b-1&ei=GoE2W6uKCqns5gLg05vgCw&q=restore+glen+burnie+md&oq=Restore%2C&gs_l=psy-ab.1.1.0i67k1l8j0i131k1j0.307002.308792.0.310989.8.8.0.0.0.0.184.773.7j1.8.0....0...1.1.64.psy-ab..0.8.771....0.KUT_lwMoIjY
https://www.chesapeakerestore.org/
http://www.gypsyfaire.com/
http://www.secondchanceinc.org/
http://www.loadingdock.org/
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VI.  PROP RESOURCES (Continued) 
 

Internet Search for props: 
Amazon  www.amazon.com 
Ebay   www.ebay.com  Local 

  Craig’s List  www.craigslist.com Annapolis,/Baltimore 
Everything  But The House  - estate sales 
https://www.ebth.com/categories?local_pickup=true&miles=25+miles+of&zip_code=21403 

 FREECYCLE  https://groups.freecycle.org/group/AnnapolisMD/posts/all 
  
Sources for Previously Found Items: 

Fake Food:  https://www.displayfakefoods.com/ 
 
Herbal Cigarettes:  www.amazon.com 
Honeyrose “V” Vanilla Flavor Tobacco Free Nicotine  

 
Breakaway Glass and bottles:  www.newrulefx.com 
7751 Densmore Ave., Van Nuys, CA 91406, 818-387-6450 
 
Guns/Rifles: www.preferredarms.com 
Preferred Arms (Robb Hunter) 
3825 Jancie Road, Fairfax, VA 22030, 917-604-3008 

 
           Newspapers (rare and early): wwwrarenewspapers.com 
 

Radio/TV items (to borrow): www.ncrtv.org 
   NCRTV Museum – Christopher Sterling 
 2608 Mitchellville Rd., Bowie, MD 20716,  301- 390-1020 
 
 Car parts – such as vintage car horns 
 Ted Levitt (restores vintage cars) 
 1507 Wild Cranberry Drive, Annapolis, MD 21401, 410-729-7099 
 
 Civil War Artifacts 
 Michael Fitzpatrick (re-enactor – was consultant for CP’s “Shiloh Rules” 2017) 
 fitzpatrickmike@hotmail.com 
 443-926-3152 

 
 

 

http://www.amazon.com/
http://www.ebay.com/
http://www.craigslist.com/
https://www.ebth.com/categories?local_pickup=true&miles=25+miles+of&zip_code=21403
https://groups.freecycle.org/group/AnnapolisMD/posts/all
https://www.displayfakefoods.com/
http://www.amazon.com/
http://www.newrulefx.com/
http://www.preferredarms.com/
http://www.ncrtv.org/
https://www.google.com/search?client=firefox-b-1&q=national+capitol+radio+%26+television+museum+christopher+sterling&stick=H4sIAAAAAAAAAOPgE-LSz9U3yDZKzsvOUOLVT9c3NEw2Nkovriou0lLLKLfST87PyUlNLsnMz9PPL0pPzMusSgRxiq0KilKLM1NS80oAM003z0UAAAA&sa=X&ved=0ahUKEwiP9snnmv_bAhVLx1kKHS4lBW0QmxMI_QEoATAh
https://www.google.com/search?q=radio+tv+museum+bowie&ie=utf-8&oe=utf-8&client=firefox-b-1
mailto:fitzpatrickmike@hotmail.com
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VI.  PROP RESOURCES (Continued) 
 
Signs, plaques, maps, engravings: 
 Signs By Tomorrow, 913 Commerce Road, Annapolis, MD 2140,  410-266-3341 
 Annapolis@signsbytomorrow.com 
 www.signsbytomorrow.com/annapolis 
  
Printing: 
 Free State Press  
 90 Russell St Suite 300, Annapolis, MD 21401 - 410-269-1484  
 https://freestateprinting.com/ 
  

High Starr Copy& Print Services  
2661 Riva Rd, Annapolis, MD 21401 -  443-837-0111 
http://www.highstarrcopyservices.com/  

 www.highstarrcopyservices.com 
 
 
Other Sources: 
 

2nd Star Theater  (Jane Wingard) 
16500 White Marsh Park Dr, Bowie, MD 20715, 410-757-5700 
http://www.2ndstarproductions.com/ 
  
Spotlighters Theater (Alan Zemla and Fuzz Roark) 
817 St Paul St, Baltimore, MD 21202, 443-842-6171 
http://www.spotlighters.org 
Alan – aszemla@erols.com 
 
Shakespeare Theater     AACC Theater Dept 
Infinity Theater  -     UMBC Theater Dept 
Summer Garden Theater   Center Stage – Baltimore    

 
 
 
 
 
 
 

mailto:Annapolis@signsbytomorrow.com
https://www.google.com/search?q=free+state+press+annapolis&ie=utf-8&oe=utf-8&client=firefox-b-1
https://freestateprinting.com/
https://www.google.com/search?q=High+Starr+printing&ie=utf-8&oe=utf-8&client=firefox-b-1
http://www.highstarrcopyservices.com/
https://www.google.com/search?client=firefox-b-1&ei=8Ak5W5XSE4yZzwKloK7IDw&q=2nd+star+productions&oq=2nd+star&gs_l=psy-ab.1.0.0l10.203048.204439.0.206883.8.8.0.0.0.0.81.587.8.8.0....0...1.1.64.psy-ab..0.8.584...0i131k1j0i67k1j0i131i67k1.0.--L2hSojjBk
http://www.2ndstarproductions.com/
https://www.google.com/search?q=spotlighters&ie=utf-8&oe=utf-8&client=firefox-b-1
http://www.spotlighters.org/
mailto:aszemla@erols.com
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VI.  PROP RESOURCES (Continued) 
 
How to Create Props: 
 
 Western Union Telegram, Self Mailing Telegram, Post Cards, Postage Stamps 
 http://www.hplhs.org/resources.php 
 

Business Cards – Certificates – Signs - (most paper needs) 
Use Word .doc – Templates 
Note: Calligraphy can be created in Word with specific fonts.  But, if large signage is 
needed on wood or metal, contact Signs by Tomorrow  for a quote. 

 
 Food / Drinks 
 Buy food items from Dollar Tree store, or create with Playdough. 
 Drinks are usually made with tea bags in water – varied strength, or apple juice. 

Seltzer Bottles – Vintage (created in “Toward Zero” May 2019) 
BROOKLYN SELTZER BOYS https://www.brooklynseltzerboys.com/ 
Alex Gomberg, Owner. 845-826-1165 cell 
855 E. 92nd St, Brooklyn NY 11236 email: bkseltzerboys@email.com 
(Call first, ship USPS or from EBay seller.  Will fill with water, and activate with 
CO2.)  NOTE:  Instructions for Stage Managers.  When no one is drinking the 
seltzer water (before/after show) DO NOT refrigerate, and only shake once before 
squirting,  if needed.  Carbonation works bet if at room temperature.  (Also should 
not refrigerate glass seltzer bottles because the cold causes condensation and makes 
glass bottle too slippery to hold for actor.) 

Police Report Templates (created in “Toward Zero” May 2019) 
http://templatelab.com/police-report/ 
Created small envelopes (donated by local coin shop) for police to place small crime 
scene evidence.  We have a supply in the prop room in the POLICE EQUIPMENT bin. 

Facsimile Book Jackets (created for “Toward Zero” May 2019) 
https://www.dustjackets.com/ 
Created book jackets for Agatha Christie novels.   Had to manipulate it a little to fit 
the book, then printed out on 11"x17" non glossy paper.  Wrap around a period-size 
book. 

 

http://www.hplhs.org/resources.php
https://www.brooklynseltzerboys.com/
mailto:bkseltzerboys@email.com
http://templatelab.com/police-report/
https://www.dustjackets.com/
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VI.  PROP RESOURCES (Continued) 
 
Newspapers: 
 

If a newspaper image is printed on large-format white paper, it can be lightly 
stained in watered down tea in large bucket – or wall paper trough – and laid out to 
dry – to look like actual newsprint paper. 
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VII.  CONTACT INFORMATION AND IMPORTANT NOTES 
 
Submit any comments to: Connie Robinson: 410-533-0991 cell – connie.john@comcast.net 
If you would like a digital copy of this Handbook, please submit your email request to 
Connie.  It is helpful to use the digital copy to copy/paste information such as email 
addresses, and/or web sites. 
 
Handbook Committee: 
Connie Robinson              connie.john@comcast.net 
Lois Banscher                 lbanscher@gmail.com 
Charlotte Robinson          char_robinson@hotmail.com 
MaryBeth Yablonski         mcyablon@verizon.net 
  
Important CP Contact Information (effective May 2021) 
Set and Furniture      Edd Miller         
  mdoread@aol.com 
Costumes      Fran Marchand 
                                                          fran.marchand@thecolonialplayers.org  
Production Director Ernie Morton 
  ernie.morton@thecolonialplayers.org   
Operations Director Wes Bedsworth         
  wes.bedsworth@thecolonialplayers.org 
Carpenters       Ted Yablonski    

                                   mcyablon@verizon.net 
Treasurer      Shannon Benil 
  shannon.benil@thecolonialplayers.org 
        
Other Notes: 
Suggestions:   

 Save “contact sheets” from shows listing cast and crew with their emails and phone numbers. 
 Keep list of shows on computer with inventory of props used for each show.  You could take 

photos of set and prop table for your records. 
 
Photo Shoots At Annex:  Properties Designer should be present at the Photo Shoot held at the annex for 
each production.  He/she might be asked to bring out props from the prop room.  Only the Properties 
Designer should access the prop room, and is responsible for acquiring and/or returning the prop to the 
room at the completion of the photo shoot.    
 
Height Restrictions:  Height of set pieces on stage cannot be higher than 33” (for audience viewing 

 

mailto:connie.john@comcast.net
mailto:connie.john@comcast.net
mailto:lbanscher@gmail.com
mailto:char_robinson@hotmail.com
mailto:mcyablon@verizon.net
mailto:mdoread@aol.com
mailto:fran.marchand@thecolonialplayers.org
mailto:ernie.morton@thecolonialplayers.org
mailto:wes.bedsworth@thecolonialplayers.org
mailto:mcyablon@verizon.net
mailto:shannon.benil@thecolonialplayers.org
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VIII.  FORMS 
 
(SEE ATTACHED) 
 
SIGN OUT FOR PROPS 
 
RECEIPT FOR PURCHASE OR LOAN  
 
RECEIPT FOR DONATION 
 
REIMBURSEMENT FORM 
 
Other forms also available on our web site under “Download” link   
https://thecolonialplayers.org/index.php/downloads 
 
 
NOTE:  A State Tax Exempt Certificate is available through the Producer of each show to 
be used when making purchases at Maryland stores.  A copy is provided by our Treasurer, 
and the Certificate is considered confidential and used only by designers for making 
purchases for props and set pieces.  Not ALL stores accept the certificate – but, most will.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://thecolonialplayers.org/index.php/downloads


The Colonial Players, Inc.  
 
108 East Street 
Annapolis, MD 21401   

          SIGN OUT FOR PROPS 
         

______  Borrowed by The Colonial Player Theater Properties Designer (sign below) 
 
For Group outside of Colonial Players Theater, this loan  is authorized by (initial one): 
______  Connie Robinson    410-533-0991 c  / 410-990-0118 h / connie.john@comcast.net 
______  Charlotte Robinson  410-353-6621 c / 410-263-8277 h / char_robinson@hotmail.com 
 
Title of production: ___CP ___ Group__________________________________________________ 
 
Dates of Run_____________________________________________________________________ 
 
Contact Name: ___CP ___Group: ____________________________________________________ 
 
Contact’s Phone #:________________________________________________________________ 
 
Contact’s email: __________________________________________________________________ 
 
Name of Group:__________________________________________________________________ 
 
Group’s Address: ________________________________________________________________ 
 
Date of loan: _______________________   (please return within one week after production closing) 
 
ITEMS LOANED (description includes: color, size, quantity)   Use back of sheet, if necessary. 
Note any modification borrower will perform (changes in paint color and design need approval) 
                                                                         

___________________________________________________________________ 
 
___________________________________________________________________ 
 
__________________________________________________________________ 
 
_________________________________________________________________ 
 
signature of borrower: 
_____________________________________________________DATE:_________________ 
 
signature of CP rep (for Group): ____________________________________________________ 

(make copy for borrower) 

 
 DATE RETURNED: ____________________ CP REP INITIALS: ________________ 
 
 

 
 

mailto:connie.john@comcast.net
mailto:char_robinson@hotmail.com


The Colonial Players, Inc. 
 
108 East Street   Phone: 410-268-7373, x 304 
Annapolis, MD 21401  E-mail: treasurer@thecolonialplayers.org 

 
R E C E I P T    F O R   P U R CH A S E  O R  L O A N 
Item(s): 
_________________________________________________ 
_________________________________________________ 
_________________________________________________ 

 

 

 
For: ___ purchase or ___ loan from: 
___________________________________________________________ 
___________________________________________________________ 
 
For The Colonial Players Theater show: 
___________________________________________________________ 
 
If purchased, amount and how paid: 
___________________________________________________________ 
 
If borrowed, when should item be returned: 
___________________________________________________________ 
 
Received by representative for The Colonial Players Theater (name): 
___________________________________________________________ 
 
Seller or lender (name):  
Print name:__________________________________________________ 
Phone and/or Email address:____________________________________ 
___________________________________________________________ 
                                                                           
Date:__________________ 
Comments: 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 

 
Copy for CP and Door 



The Colonial Players, Inc. 
 
108 East Street   Phone: 410-268-7373, x 304 
Annapolis, MD 21401  E-mail: treasurer@thecolonialplayers.org 

 
R E C E I P T    F O R   D O N A T I O N 
Item(s) – State value, if known. 
 

 
_________________________________________________________ 
 
_________________________________________________________ 
 
 

 
_________________________________________________________ 
 
 
Date:_____________________________ 
 
RECEIVED  FROM: 
 
Print name:________________________________________________  
 
Mailing address for acknowledgement by theater: 
 
_________________________________________________________ 
 
_________________________________________________________ 
 
Phone and/or email  address:  _______________________________ 
 
_________________________________________________________ 
 
 
Received by representative for The Colonial Players Theater : 
 
_________________________________________________________ 
 
 

 

 

 
Submit copy of this form to CP Treasurer for Acknowledgement to Donor 
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