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PF007 - WEEKLY PORTFOLIO REPORT	

Office/Portfolio: 						Date: 				
MAINTENANCE MANAGEMENT

Refer Maintenance Management Policy
Unresolved = Issue reported and logged, but problem not fixed
Resolved = Maintenance / repair work concluded, i.e. problem fixed, but invoice not received
Completed = Resolved + Invoice received and sent to LL & Accounts

# Maintenance Tickets in the last month :		
Maintenance Tickets > 

Unresolved Maintenance Tickets
Maintenance Tickets > Unresolved
Priority
Total #(4)
# 1 – 2 Weeks Old(5)
# Older than 2 Weeks(6)
High(1)



Medium(2)



Low(3)



(1) Filter on Ticket Priority= High, then (4), (5) & (6)
(2) Filter on Ticket Priority= Medium, then (4), (5) & (6)
(3) Filter on Ticket Priority= Low, then (4), (5) & (6)
(4) Total in bottom right hand corner
(5) Filter on Log Date ‘is before’ (1 week ago) ‘and’ ‘is after or equal to’ (2 weeks ago)
(6) Filter on Log Date ‘is before’ (2 weeks ago)

# Follow Up Reminders Not Processed	:		 (attach list to this report)
Maintenance Tickets > Unresolved > Sort Ascending on Reminder Dates

Outstanding Maintenance Invoices	: 		
Maintenance Tickets > Resolved



Inspections- Done & Not Completed (RedRabbit)
	Inspection Type
	Done
(In Last Week)
	Done
(More than 1 Week Ago)

	Entry
	7
	7

	Exit
	8
	8

	Ad Hoc
	9
	9


Entry & Exit: Completed = Inspection Done + Signed by both parties + maintenance Tickets Opened + Sent to both parties
Ad Hoc: Completed = Inspection Done + maintenance Tickets Opened + Sent to both parties
7 Inspections > Inspections Done > Filter on Type = Entry > Sort Ascending on Date & Time
8 Inspections > Inspections Done > Filter on Type = Entry > Sort Ascending on Date & Time
9 Inspections > Inspections Done > Filter on Type = Entry > Sort Ascending on Date & Time

Properties to Let
	Totals
	Number

	H1
	

	RPMS10
	

	Whiteboard
	

	To Let for less than 2 weeks11
	

	To Let 2 – 4 weeks12
	

	To Let more than 1 month13
	

	# Procurements to Let14
	


10 RPMS: Applications > Properties TO LET > Filter on Portfolio
11 from RPMS
12 manually

Entry WIP
Leases > Lease Management > Current Leases > Filter on Portfolio > Filter on Phase ‘contains’ ‘Entry’
	Start Date
	Number

	Less than 10 days ago
	

	10 days or more in the past
	


Update Lease Phase to Normal ONLY when: Move-in Costs Paid in Full + Entry Inspection Completed (refer Inspections above)

Exit WIP
Leases > Exit Management > Exit Tickets – In Progress > Filter for Portfolio/Agent > Sort Ascending on New End Date
	
	Number

	Ended Last Month
	

	Ended Before Last Month
	


Update Status to Exit Completed ONLY when Exit Inspection Completed + Repairs Completed + Deposit Disbursed

Renewals

Alerts
	
	Number

	Rent Increase Alerts13
	

	Renewal Alerts14
	


13 Leases > Renewal Management > Rent Increase Alerts
14 Leases > Renewal Management > Renewal Alerts

Lease End Date in the past

	Renewal Phase
	Number

	Renewals WIP15
	

	Renewals Confirmed16
	

	Renewals Completed17
	


15 Leases > Renewals > Renewals in Progress > Sort Ascending on Current End Date
16 Leases > Renewals > Renewals Confirmed > Sort Ascending on Current End Date
17 Leases > Renewals > Renewals Completed > Sort Ascending on Current End Date

Lease End Date = End of This Month

	Renewal Phase
	Number

	Renewals WIP15
	

	Renewals Confirmed16
	

	Renewals Completed17
	



Lease End Date = End of Next Month

	Renewal Phase
	Number

	Renewals WIP15
	

	Renewals Confirmed16
	

	Renewals Completed17
	



Lease End Date = End of the Month After Next

	Renewal Phase
	Number

	Renewals WIP15
	

	Renewals Confirmed16
	

	Renewals Completed17
	



Lease End Date = End of This Month + more than 3 months

	Renewal Phase
	Number

	Renewals WIP15
	

	Renewals Confirmed16
	

	Renewals Completed17
	



Arrears Management

Current & New Leases

	Amount
	Number
	Total Value
(R1,000’s)

	Less than R1,00018
	
	

	R1000 and more18
	
	

	Total for Portfolio119
	
	


18 Accounts > Account Balances > Current Lease Accounts > Filter on Portfolio > Filter on Account Balances / Tenant
19 Accounts > Account Balances > Current Lease Accounts > Filter on Portfolio

Past Leases

	Amount
	Number
	Total Value
(R1,000’s)

	Less than R1,00020
	
	

	R1000 and more20
	
	

	Total for Portfolio21
	
	


20 Accounts > Account Balances > Current Lease Accounts > Filter on Portfolio > Filter on Account Balances / Tenant
21 Accounts > Account Balances > Current Lease Accounts > Filter on Portfolio

RentDoc & Marlon Shevelew

	
	Number

	Active LOD’s
	

	Active LOC’s
	

	Evictions in Process
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