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Job software implementation and data migration
Plan and review a supported transfer with authorised sample data. This is not an import file and does not imply that a destination supports every record type. Check current documentation, permissions and retry behaviour. Preserve source evidence and select live communication actions separately.
Implementation owner / reviewer: ______________________________________
First workflow and people involved: ______________________________________
Required working outcome: ______________________________________
Source / destination / supported route: ______________________________________
Sample or preview location: ______________________________________
Acceptance criteria / review date: ______________________________________
1. Data inventory
	Record type / source
	Volume / range / holder
	Destination route to verify
	Move / retain / unresolved decision

	[Customer, contact, Site, work, document or payment]
	[Actual source and accessible evidence]
	[Specific supported capability]
	[Decision / owner]

	[Customer, contact, Site, work, document or payment]
	[Actual source and accessible evidence]
	[Specific supported capability]
	[Decision / owner]

	[Customer, contact, Site, work, document or payment]
	[Actual source and accessible evidence]
	[Specific supported capability]
	[Decision / owner]

	[Customer, contact, Site, work, document or payment]
	[Actual source and accessible evidence]
	[Specific supported capability]
	[Decision / owner]

	[Customer, contact, Site, work, document or payment]
	[Actual source and accessible evidence]
	[Specific supported capability]
	[Decision / owner]


2. Cleaning decision log
	Source reference
	Problem / evidence
	Reviewed decision
	Owner / destination reference

	[Exact row or record]
	[Duplicate, missing or inconsistent detail]
	[Create, reuse, hold or exclude; actual basis]
	[Reviewer / result]

	[Exact row or record]
	[Duplicate, missing or inconsistent detail]
	[Create, reuse, hold or exclude; actual basis]
	[Reviewer / result]

	[Exact row or record]
	[Duplicate, missing or inconsistent detail]
	[Create, reuse, hold or exclude; actual basis]
	[Reviewer / result]

	[Exact row or record]
	[Duplicate, missing or inconsistent detail]
	[Create, reuse, hold or exclude; actual basis]
	[Reviewer / result]

	[Exact row or record]
	[Duplicate, missing or inconsistent detail]
	[Create, reuse, hold or exclude; actual basis]
	[Reviewer / result]




3. Field and relationship mapping
	Source field / relationship
	Destination meaning
	Transformation / loss to review
	Sample check and result

	[Actual column or link]
	[Supported field, not guessed equivalent]
	[Format / unsupported detail]
	[Exact value and meaning]

	[Actual column or link]
	[Supported field, not guessed equivalent]
	[Format / unsupported detail]
	[Exact value and meaning]

	[Actual column or link]
	[Supported field, not guessed equivalent]
	[Format / unsupported detail]
	[Exact value and meaning]

	[Actual column or link]
	[Supported field, not guessed equivalent]
	[Format / unsupported detail]
	[Exact value and meaning]

	[Actual column or link]
	[Supported field, not guessed equivalent]
	[Format / unsupported detail]
	[Exact value and meaning]

	[Actual column or link]
	[Supported field, not guessed equivalent]
	[Format / unsupported detail]
	[Exact value and meaning]


Inspect leading zeros, phone numbers, postcodes and unambiguous dates through the actual CSV route. A CSV export may save only the current worksheet and may not retain workbook features. Do not infer customer identity or approval authority from a shared name or address.
4. Sample reconciliation
Source sample rows: ______________________________________
Created rows / destination references: ______________________________________
Reused rows / confirmed references: ______________________________________
Excluded rows / reason: ______________________________________
Unresolved rows / owner: ______________________________________
Total decision categories reconciled to source count: ______________________________________
Distinct destination records checked: ______________________________________
Fields / relationships / amounts / status checks: ______________________________________
Role and device workflow result: ______________________________________
5. Changeover decision
Source cut-off / destination start: ______________________________________
Updates during transfer and owner: ______________________________________
Historical retrieval route: ______________________________________
Exception and support route: ______________________________________
Conditions to proceed / postpone: ______________________________________
Recovery or correction process checked: ______________________________________
Decision-maker / actual decision / date: ______________________________________


6. Team acceptance checks
☐ Relevant person can find the correct Customer and Site
Observed result / evidence: ___________________________
☐ First defined workflow completed with appropriate access
Observed result / evidence: ___________________________
☐ Selected record meanings and field values match the source
Observed result / evidence: ___________________________
☐ Supported work or financial records reconciled independently
Observed result / evidence: ___________________________
☐ No unexpected invitations, reminders or external messages
Observed result / evidence: ___________________________
☐ Old history remains obtainable through reviewed route
Observed result / evidence: ___________________________
☐ Source cut-off and current update location understood
Observed result / evidence: ___________________________
☐ Unresolved items have owners and a next review
Observed result / evidence: ___________________________
Four-row rehearsal: creates, reuse and hold
These are exercise references and names. A four-row source file need not create four new Customers. Destination-specific matching and updates must be checked before a real transfer.
	Source row / shape
	Evidence / decision
	Expected destination outcome

	SRC-01 / Willow Management, Company
	Existing Company identity confirmed; select reuse
	Existing record DEMO-C1 represented; no new creation

	SRC-02 / Alex, Person
	Reviewed distinct new Customer; required fields confirmed
	Create DEMO-P2; check exact field meanings

	SRC-03 / Robin, Person
	Reviewed distinct new Customer; fields confirmed
	Create DEMO-P3; do not infer Company links

	SRC-04 / "Willow"
	Identity ambiguous; evidence insufficient
	Hold row for named reviewer; no guessed merge


Expected row decisions: 4 = 2 created + 1 reused + 1 unresolved + 0 excluded. Three distinct destination records are represented by resolved rows. A count alone does not prove that names, addresses or relationships are correct.
Rehearsal questions
Which row needs an identity decision?
Answer / reviewer: ___________________________________
Why should four source rows not create four new Customers?
Answer / reviewer: ___________________________________
Which field checks could expose a wrong mapping despite balanced counts?
Answer / reviewer: ___________________________________
What source evidence must remain accessible?
Answer / reviewer: ___________________________________
What must be established before retrying a partial import?
Answer / reviewer: ___________________________________
Current primary documentation to check
Microsoft CSV behaviour
https://support.microsoft.com/en-us/excel/get-started/import-or-export-text-txt-or-csv-files
Tradify customer import
https://help.tradifyhq.com/hc/en-us/articles/4587909820185-Import-Customers-Into-Tradify
Fergus customer mapping
https://help.fergus.com/en/articles/415333-importing-customers
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