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MINUTES No. 14
of the working meeting on the CRM system implementation
	Date and time:
	10 July 2026, 10:00–11:30

	Location:
	London, Vector Dynamics Ltd. office, meeting room 3 / video conference

	Subject:
	CRM implementation progress and preparation for go-live in the sales team

	Chair:
	J. Whitfield

	Secretary:
	O. Bennett


ATTENDEES
	No.
	Name
	Position
	Format

	1
	James Whitfield
	Commercial Director
	in person

	2
	Olivia Bennett
	Head of Project Office
	in person

	3
	Thomas Grant
	Head of Sales
	in person

	4
	Anna Sinclair
	IT Director
	in person

	5
	Ian Prescott
	Lead IT Analyst
	video call

	6
	Kate Sherwood
	Head of Learning and Development
	video call


A quorum for taking decisions is present. No one on the agenda was absent.
MEETING AGENDA
1. CRM implementation status: results of the configuration and integration stage.
1. Migration of the customer database from the legacy spreadsheets: data quality and migration timeline.
1. Training the sales team to work in the CRM.
1. Go-live date for production use and the transition period.
DISCUSSION AND DECISIONS
Item 1. CRM implementation status
PRESENTED: Anna Sinclair — on completion of the CRM base configuration stage: sales pipelines, customer records and access rights are configured; integration with telephony and corporate email is done. Integration with the ERP system is delayed by 5 working days because the product catalogue exchange needs rework.
DISCUSSED: Ian Prescott — proposed not to block the overall go-live because of the ERP integration and to ship the data exchange in a second release. James Whitfield — supported this, provided that a manual invoice export is available before go-live.
RESOLVED: 1.1. Accept the configuration and integration stage as 90% complete. 1.2. Move the ERP integration to the second release, ready by 24 July 2026. 1.3. Until the second release, put a temporary manual invoice export procedure in place (owner — Ian Prescott).
Item 2. Customer database migration
PRESENTED: Ian Prescott — on the results of the trial migration: 12,400 records were transferred, about 8% duplicates and 3% records without contact details were found. A full migration is feasible within 3 working days once the data is cleaned.
DISCUSSED: Thomas Grant — noted that duplicate clean-up must be validated by the account managers who own the respective customers, otherwise deal history may be lost. Olivia Bennett — proposed assigning each manager their own segment of the database and setting a one-week validation deadline.
RESOLVED: 2.1. Approve the clean-up procedure: automatic deduplication by IT, followed by validation by the managers on their assigned segments. 2.2. Complete validation by 17 July 2026 and the full migration by 22 July 2026.
Item 3. Sales team training
PRESENTED: Kate Sherwood — on the training programme: two 3-hour in-person workshops, a video course of 8 modules and a knowledge base with instructions. Materials are 80% ready.
DISCUSSED: Thomas Grant — asked to include a walkthrough of the team's real deals in the programme, not only generic scenarios. James Whitfield — proposed a mandatory final test with an 80% pass mark.
RESOLVED: 3.1. Extend the training programme with a workshop based on the sales team's real deals. 3.2. Introduce a final test (pass mark — 80% correct answers); access to the CRM only after passing it. 3.3. Run the training between 20 and 24 July 2026.
Item 4. Go-live date and transition period
PRESENTED: James Whitfield — on the target date for moving the system into production use and the risks of keeping records in the old spreadsheets in parallel.
DISCUSSED: Olivia Bennett — proposed a two-week transition period during which the old spreadsheets are available read-only. Anna Sinclair — confirmed technical readiness to switch the spreadsheets to read-only from the go-live date.
RESOLVED: 4.1. Set the CRM production go-live date to 27 July 2026. 4.2. From 27 July 2026 switch the legacy spreadsheets to read-only; the transition period runs until 7 August 2026. 4.3. Review the go-live results at the next meeting on 10 August 2026.
ACTION ITEMS FROM THE MEETING
	No.
	Action item
	Owner
	Due
	Status

	1
	Prepare and approve a temporary manual invoice export procedure until the ERP exchange goes live
	I. Prescott
	16 Jul 2026
	in progress

	2
	Assign customer database segments to the managers and organise validation after deduplication
	T. Grant
	17 Jul 2026
	in progress

	3
	Run the full customer database migration into the CRM once validation is complete
	I. Prescott
	22 Jul 2026
	in progress

	4
	Extend the training programme: workshop on real deals and a final test (80% pass mark)
	K. Sherwood
	18 Jul 2026
	in progress

	5
	Deliver the sales team training and report on the test results
	K. Sherwood
	24 Jul 2026
	in progress

	6
	Finish the rework and ship the CRM–ERP integration (second release)
	A. Sinclair
	24 Jul 2026
	in progress

	7
	Switch the legacy spreadsheets to read-only from the go-live date
	A. Sinclair
	27 Jul 2026
	in progress

	8
	Prepare a consolidated action-item status report for the next meeting
	O. Bennett
	10 Aug 2026
	in progress


Responsibility for tracking the action items is assigned to Olivia Bennett, Head of the Project Office. These minutes are to be circulated to all attendees within one working day.

	Meeting chair
	
	Meeting secretary

	_______________ / J. Whitfield /
	
	_______________ / O. Bennett /
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