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This guide explains how to get the required quantitative metrics from your property 
management software. 

You can run reports for: 

• Your whole portfolio, or  

• Individual property managers, teams, pods, or offices (using the same reports with 
filters). 

IMPORTANT: To demonstrate Portfolio Retention, you will need to indicate for each metric 
whether the numbers provided are actual or estimates. Judges prefer actual figures, but 
estimates are acceptable where actuals are not available. 

 

Palace 

Portfolio Performance 

Go to: Insights → Portfolio → Portfolio Summary Report 

Filter options: 

• Company: leave as Combined  

• Individual: select from list  

• Office/Pod: select from Management Group 

 

IMPORTANT: 

• This report only covers two months at a time. 

• You will need to download six reports to cover the full year, export to Excel, and 
calculate the annual averages. 



  

 2 
 

REINZ AWARDS FOR EXCELLENCE 2026 | Software Guide for RPM Awards 
 

See sample Portfolio Summary Report below: 
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Use this report to: 

• Provide the average Arrears rate (% of portfolio 7+ days in arrears) between 1 Apr 
2025 – 31 Mar 2026.   

• Provide the Vacancy Rate (%) between 1 April 2025 – 31 March 2026. 

Portfolio Retention 

Important: To demonstrate Portfolio Retention, you will need to indicate for each metric 
whether the numbers provided are actual or estimates. Judges prefer actual figures, but 
estimates are acceptable where actuals are not available. 

Total number of properties at 1 April 2025  - you can use the April 2025 Portfolio Summary 

Total number of properties as at 31 March 2026 - you can use the March 2026 Portfolio 
Summary 

The following questions can be covered in two reports – the above Portfolio Summary will 
give you totals and the won and lost reports will give you the breakdown of how they were 
won or lost.  

• How many of the total number of properties as at 31 March 2026 were new in the 
Awards Year – i.e. obtained after 1 April 2025?  

• How many of the total number of properties as at 31 March 2026 have been in your 
portfolio for longer than the Awards Year – i.e. prior to 1 April 2025?  (This is the 
same number as the April 2025 number) 

• How many properties were sold during the Awards Year? 

• How many properties were transferred to other portfolios? 

• How many were owners moving back in? 

• How many properties were lost for reasons which are preventable (e.g., the owner 
chose to self-manage or the property was taken over by a competitor)? 

Other helpful report 

• Agency Insights → Fees Earned Reports (for fee breakdowns) 
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PropertyMe 

Portfolio Performance 

Go to: Reports → Business Insights → Agency Insights (by month) 
Run the report for the full year. 

See sample reports below. 
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Use this report to: 

• Provide the average Arrears rate (% of portfolio 7+ days in arrears) between 1 Apr 
2025 – 31 Mar 2026.   

• Provide the Vacancy Rate (%) between 1 April 2025 – 31 March 2026. 

Portfolio Retention 

Important: To demonstrate Portfolio Retention, you will need to indicate for each metric 
whether the numbers provided are actual or estimates. Judges prefer actual figures, but 
estimates are acceptable where actuals are not available. 

Total number of properties at 1 April 2025    you can refer to Agency Insights report 

Total number of properties as at 31 March 2026   you can refer to Agency Insights report 

The following questions can be covered in two reports – the above Agency Insights report 
will give you totals and the managements won and lost reports will give you the breakdown 
of how they were won or lost.  

• How many of the total number of properties as at 31 March 2026 were new in the 
Awards Year – i.e. obtained after 1 April 2025?  

• How many of the total number of properties as at 31 March 2026 have been in your 
portfolio for longer than the Awards Year – i.e. prior to 1 April 2025?  (This is the 
same number as the April 2025 number) 

• How many properties were sold during the Awards Year? 

• How many properties were transferred to other portfolios? 

• How many were owners moving back in? 

• How many properties were lost for reasons which are preventable (e.g., the owner 
chose to self-manage or the property was taken over by a competitor)? 

Other helpful report 

• Fees Projection Report (Agency Insights may also cover this) 
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Property Tree 

Most information is in: 
Trust & Reports → Statistics Report (set the full date range). That has the fees collected 
too (for whatever filters they use)   

If using Agora, this can also be used. 

See sample Statistics Report below: 
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This report will give you the following information for Portfolio Performance: 

• Provide the average Arrears rate (% of portfolio 7+ days in arrears) between 1 Apr 
2025 – 31 Mar 2026.   

• Provide the Vacancy Rate (%) between 1 April 2025 – 31 March 2026. 

Portfolio Retention: 

Important: To demonstrate Portfolio Retention, you will need to indicate for each metric 
whether the numbers provided are actual or estimates. Judges prefer actual figures, but 
estimates are acceptable where actuals are not available. 

Total number of properties at 1 April 2025  - you can use the Statistics Report. 

Total number of properties as at 31 March 2026  - you can use the Statistics Report. 

The following questions can be covered in two reports – the above Statistics Report will give 
you totals and the managements won and lost reports will give you the breakdown of how 
they were won or lost.  

• How many of the total number of properties as at 31 March 2026 were new in the 
Awards Year – i.e. obtained after 1 April 2025?  

• How many of the total number of properties as at 31 March 2026 have been in your 
portfolio for longer than the Awards Year – i.e. prior to 1 April 2025?  (This is the 
same number as the April 2025 number) 
The gained and lost is under Trust and Reports too – and had some filters / 
column selections that can be exported plus categories for gained/lost. 

• How many properties were sold during the Awards Year? 

• How many properties were transferred to other portfolios? 

• How many were owners moving back in? 

• How many properties were lost for reasons which are preventable (e.g., the owner 
chose to self-manage or the property was taken over by a competitor)? 
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Keyhook 

Most information is in: 
Insights → Agency Performance 

(There is also an Awards dashboard coming soon.) 

Select the required date range. 

• First tab: Company  
• Second tab: Portfolio view 
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See a sample copy of the report below: 

 

This report will give you the following information for Property Performance: 

• Provide the average Arrears rate (% of portfolio 7+ days in arrears) between 1 Apr 
2025 – 31 Mar 2026.   

• Provide the Vacancy Rate (%) between 1 April 2025 – 31 March 2026. 
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Property Retention: 

Important: To demonstrate Portfolio Retention, you will need to indicate for each metric 
whether the numbers provided are actual or estimates. Judges prefer actual figures, but 
estimates are acceptable where actuals are not available. 

Total number of properties at 1 April 2025  - you can use the Agency Performance report 

Total number of properties as at 31 March 2026  - you can use the Agency Performance 
report   

The following questions can be covered in two reports – the above Agency Performance will 
give you totals and the managements won and lost reports will give you the breakdown of 
how they were won or lost.  

• How many of the total number of properties as at 31 March 2026 were new in the 
Awards Year – i.e. obtained after 1 April 2025?  

• How many of the total number of properties as at 31 March 2026 have been in your 
portfolio for longer than the Awards Year – i.e. prior to 1 April 2025?  (This is the 
same number as the April 2025 number) 
You can also use Insights → Dashboard widgets to create graphs. 

• How many properties were sold during the Awards Year? 

• How many properties were transferred to other portfolios? 

• How many were owners moving back in? 

• How many properties were lost for reasons which are preventable (e.g., the owner 
chose to self-manage or the property was taken over by a competitor)? 

 

 
 

 


