
Prompt Book



Time: 6:15 (15 minutes before performers are called)
_____Post Sign in 
_____ Unlock theatre doors 
_____ Turn on theatre work lights 
_____ Check with Box Office about audience size 
_____ Check in with Bar Manager 
_____ Review FOH Info sheet/latecomer policy with FOH manager 
_____ Unlock dressing and makeup room and green room 
_____ Turn on dressing room lights 
_____ Unlock booth 
_____ Unlock properties cabinet 
_____ Put ghost light away 
_____ Find out who is the technician on call

Time: 6:30 (15 minutes before House opens)
 _____ Give "15 minutes to house is open, please" 
_____ Check that Crew has reported to Eve Spaeth 
_____ Check that Actors have signed in 
_____ Check that all running lights are in working order 
_____ Have actors check properties 
_____ Synchronize watches with house manager 
_____ Give half-hour call to cast and crew 
_____ Actors give me their valuables
_____ Lock up the valuables in safe

Pre-Show Checklist



Time: 6:40PM (10 minutes after actor call) 
_____ Check that all actors have signed in. CALL LATECOMERS IMMEDIATELY.
_____ Mic Checks
_____ Fight Calls
_____ Intimate Scene Calls

Time: 6:45PM (House Opens) 
_____ Make sure all checks are complete 
_____ Turn o work lights 
_____ Note that lighting and sound pre-set are up 
_____ Be sure light board has control of house lights 
_____ Give "Stage is closed, please,"call 
_____ Do final visual check of stage 
_____ Give "Places" for crew call 
_____ Give Actor's 15 min warning 

Time: 6:55PM (5 mins before top of show) 
_____ Check in with Box Office and House Manager about patron seating and
attendance 
_____ Give Actors 5 min warning 
_____ Give Actor’s Places Call 
_____ Listen for crew on headset to sign on

Time: 6:57PM (3 mins before top of show) 
_____ Check with the House Manager via Booth to see how conditions are in
the house, if the lobby is clear or if the audience is still arriving.  

Pre-Show Checklist



_____ Check to see that each actor is in his place before going to the stage
Manager’s desk. 
_____ If the House Manager is having problems with getting the audience
seated on time, hold the curtain for a few minutes and notify the actors of the
delay. Wait until the House Manager gives approval but do not wait more
than ten minutes. 
_____ Begin the show if everyone and everything is ready and the House
Manager gives the all clear sign. 

Time: 7:00PM (top of show) 
_____ Begin pre-show speech 
_____ Begin stopwatch to time ACT I

Pre-Show Checklist



_____ Thank everyone for a great first act
_____ Communicate with House Manager about audience and intermission
status
_____ Take notes on running times and any issues or problems that occurred
_____ Check that ASMs and Deck Crew have cleaned the stage
_____ Check that all scenery, props, and costumes have been set and are
ready for Act 2
_____ Communicate with Wardrobe Crew to make sure there are no issues
and resolve any that occurred
_____ Organize personal Stage Manager's station
_____ Communicate with Light and Sound Board Operators to make sure
that there are no issues and resolve any if they occurred
_____ Check all communication tools (headsets, monitors, intercom, etc.) to
make sure that they are working
_____ Give Cast and Crew Members their 5-minute call; Give Pippin "places" to
be onstage for the start of Act 2
_____ Give "places" at 3-minutes before Act 2 starts
_____ Communicate with House Manager to make sure that we are ready to
begin Act 2
_____ Ensure that all crew members are at their assigned stations for Act 2
_____ Start Act 2

Intermission
Checklist



Time: 8:45PM (End of Show) 
_____ Thank those on headset (Board Op, ASM ect) 
_____ Mark ACT II runtime on report 
_____ make any other ACT II notes 
_____ Return valuable/personal items 
_____ Check that set has been stricken and re preset _
____ Turn Headset off
_____ Light and Sound Equipment turned off
_____ Lock SM booth 
_____ Remind wardrobe to check costume repair list 
_____ Check dressing rooms for items left behind 
_____ Lock dressing rooms 
_____ House and working lights out 
_____ Check with FOH that lobby doors have been locked 
_____ Greenroom/backstage lights off
_____ Ghost Light on 
_____ Final lockups if needed

Post-Show Checklist
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Pens
Pencils
Highlighters
Erasers
Sharpies
Loose Leaf Paper
Spiral Notebooks
Post-It Notes
Hole Punch
Reinforcements for Paper 
Stapler
Gaff Tape
Spike Tape
Scotch Tape
Duct Tape
Electrical Tape
AA 
AAA Batteries
50 ft Measuring Tape
Chalk Line
Extension Cords
Band-Aids
First Aid Kit
Bandages and Wraps
Sprite

The Stage Manager's Toolkit will be with them at all rehearsals and productions of PIPPIN.
Below you will find the list of items that are in the Stage Manager's Toolkit:

Stage Manager's
Toolkit

Sewing Kit
Bobby Pins
Safety Pins
Push Pins
Tissues
Screwdriver Set
Hammer
Work Gloves
Safety Goggles
Wire Cutters
Crescent Wrench
Tweezers
Ice Packs
Flashlights
Scissors
Chargers for devices
Ibuprofen
Tylenol
Advil
Benadryl
Allergy Medications
Baby Wipes
Scale Ruler
Clip-On Lamp (with dimmer settings)



DATE: Monday June 5th, 2023 Time: 9:00 AM To: Full Company

The Director and Choreographer has chosen Player #1, Cara Orlich, to serve as the
Dance Captain for the production. All choreography questions should be directed
towards her for the remainder of the production. All cast and crew members
should respect this position of authority given by Jennifer Jones and Rebecca Beery
and should listen to all notes and rehearsals called by her. Thank you!

Production Updates

DATE: Friday, June 23rd, 2023 Time: 6:30 PM To: Full Company

Performance shoes will be worn started Monday June 26th for our Act 1 Run-
Through. The Costume Shop will bring shoes to the dressing rooms 15 minutes
before the start of rehearsal. Cast members are required to wear and provide the
proper undergarments to match the show they will be wearing. The shoes will be
returned by the end of day and checked in by the wardrobe crew. 

DATE: Monday July 3rd, 2023 Time: 12:30 PM To: Full Company

All Cast and Crew members are invited to a Fourth of July celebration on Tuesday
July 4th at THE POOL | THE GRILL by Major Food Group 99 E 52nd St, New York, NY
10022, USA. A reservation has been made for all involved in the production. Food
and non-alcoholic beverages are provided for the guests, but attendees will have to
pay the additional charges for alcoholic beverages. Please arrive at 4:00 PM and tell
the front desk you are with the "Pippin" group. 



The running time is 2 hours and 33 minutes, not including intermission of 15
minutes in between the two Acts.
Signs should be placed around the theatre for the use of haze and flashing
lights used in the show.
The Box Office should be open 2 hours before the show starts for any patrons
wanting to buy tickets. The Box Office phone will be open for calls days of the
show beginning at 10:00 AM. 
The House will open 30 minutes prior to the start of every show. Patrons who
arrive earlier should wait in the lobby and enjoy the refreshments and
merchandise.
The Stage Manager, Taylor Anderson, will notify the House Manager as soon as
the doors can be opened.
The Stage Manager will address the updated performance cast on the boards
every night before patrons arrive.
Playbills will be distributed at every entrance of the theatre and ushers are
evenly placed throughout the theatre. 
Once everyone is seated, the House Manager will let the Stage Manager know
that the show can begin.
If any patrons arrive late to the performance, they will wait to be let in until after
the opening song, "Magic to Do" finishes.
In case of any emergency, the House Manager and Stage Manager will be in
constant communication with each other. They have planned for common
emergencies such as medical, hazards, or technical difficulties.

Below is the information about PIPPIN that will be given to the House Manager
and staff:

Front of House
Informational Sheet



Battle regalia 
Wardrobe Crew members will place the battle armor on the
performers
Players will have a helmet, shield, and body armor to mimic the
battle regalia

Players will throw on the monk hoods and robes over their Player
costume
Make sure that the monk hoods are on right-side-out

Newscasters will have business suit jackets or blazers to put on over
their Player costume
Each Newscaster will have either a hat or glasses to complete the
look

Worn down clothing that is ratted is worn over their Player costume
Mimics their parts for their lines, (farmer wears straw hat, nobles
were nice attire, etc.)

The quick changes throughout PIPPIN take place predominantly for the
Players. Each player will have a Wardrobe Crew member assist them
with their quick changes. 

GLORY SCENE

MONK SCENE

NEWSCASTERS

PEASANTS

Quick Changes



Learned the choreography and blocking for all of With You Parts and the Bad News
Cue
Blocking for "Spread a Little Sunshine" needs more work
After today, the numbers we blocked should be off-book

Audio Track was skipping at 1:03 for With You Part 2

No Notes

Reinforce the newspaper 

Harmonies for With You need to be stronger

After today, the numbers we blocked should be off-book
Cast members should complete the form for taking over the social media account by
Friday June 16th

Cast members should go over the choreography and clean-up any parts where they
are not certain

DATE: Monday June 12th, 2023 TIME: 9:30 AM - 5:00 PM LOCATION: Studio A
ATTENDANCE: All Present BREAKS: 11:00 - 11:15 AM, 12:00 PM - 1:00 PM, 3:30 PM - 3:45 PM

GENERAL NOTES:

SOUND NOTES:

COSTUME NOTES:

PROP NOTES:

VOCAL NOTES:

STAGE MANAGEMENT NOTES:

CHOREOGRAPHY NOTES:

Rehearsal Report



Performance Report

Lively and interactive audience
Fastrada Understudy (Abby Billings) went on for Madison Bailey due to personal issues.
Good job Billings!

Microphone for Leading Player went out half-way through show, but luckily went
offstage when it happened so the issue was resolved. Double check every show prior to
starting that Leading Player has brand new batteries.

Berthe's zipper got stuck on dress when changing back into Player costume. Fix before
tomorrow's show.

Fix the body part limbs, some were breaking while onstage.

Harmonies were off for "Glory Part 1"

No Notes!

Dance Captain should review last 8 counts of "With You Part 2" with dancers. Half of
the dancers were rushing the timing.

DATE: Wednesday July 12th, 2023 TIME: 7:00 PM LOCATION: Winter Garden Theatre
ATTENDANCE: All Present AUDIENCE: Sold Out! RUN-TIME: 2 Hours 37 Minutes

GENERAL NOTES:

SOUND NOTES:

COSTUME NOTES:

PROP NOTES:

VOCAL NOTES:

STAGE MANAGEMENT NOTES:

CHOREOGRAPHY NOTES:



Monthly Schedule



Monthly Schedule



Entrances/Exits



Entrances/Exits



Entrances/Exits



Entrances/Exits



Entrances/Exits



Entrances/Exits



Cast Sign in



Orchestra Sign In



Crew Sign In


