BRANDQUILL	MEETING MINUTES

MEETING MINUTES
Quarterly operations review
Decisions, actions, and follow-up
Date and time: August 25, 2026 | 10:00 to 11:00 a.m. PT
Location: Video conference | Operations room
Facilitator: Jordan Lee, Chief Operating Officer
Minutes prepared by: Morgan Chen, Program Operations
Meeting outcome: The team approved the September pilot, assigned owners for the remaining readiness work, and scheduled one final decision review before launch.
Attendees
	Name
	Role
	Attendance

	Jordan Lee
	Executive sponsor
	Present

	Morgan Chen
	Program lead
	Present

	Riley Shah
	Operations lead
	Present

	Taylor Brooks
	Finance partner
	Apologies



Agenda
1. Confirm pilot readiness and unresolved dependencies.
1. Approve launch decisions and assign action owners.
1. Set the final review date and distribution list.
Discussion summary
Pilot readiness
Configuration and training materials are ready for the pilot group. The remaining dependency is final access approval for two regional supervisors. Operations will use the current escalation path if approval is delayed beyond August 28.
Measurement and reporting
The team agreed to track completion rate, exception volume, average handling time, and user feedback during the first two weeks. Program Operations will publish a concise daily readout during the pilot and a weekly summary for sponsors.
Decisions
	ID
	Decision
	Owner
	Effective

	D-01
	Proceed with the September 2 pilot for the approved user group
	Jordan Lee
	Approved

	D-02
	Use daily readiness reviews during the first pilot week
	Morgan Chen
	Sep. 2

	D-03
	Escalate unresolved access requests after two business days
	Riley Shah
	Immediately



Action items
	Action
	Owner
	Due
	Status

	Secure access approval for the two regional supervisors
	Riley Shah
	Aug. 28
	In progress

	Publish the pilot measurement dashboard and data definitions
	Morgan Chen
	Aug. 29
	Planned

	Confirm the support rotation and escalation contacts
	Jordan Lee
	Aug. 30
	Open



Open questions and parking lot
	Topic
	Follow-up
	Owner

	Post-pilot rollout sequence
	Return with options after the first two weeks of evidence
	Program lead

	Long-term dashboard ownership
	Confirm the operating owner before production rollout
	Operations lead



Next meeting
Final readiness review: Monday, August 31, 2026 at 2:00 p.m. PT. Required inputs: access approvals, dashboard link, support rotation, and participant briefing.
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