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How wasted meetings
drain time, kill focus,
and why Al may be
the smartest way out.
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Al FOR SMART_ER“MEET[NGS
Intelligent todls that cut noise™
surface what matters, and save hours.
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RECLAIMING EXECUTIVE FOCUS
Protect attention. Drive strategy.
Lead with clarity.

THE COST OF WORKPLACE INEFFICIENCY
Unproductive meetings drain millions
and no one is talking about it.
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TOOLS RESHAPING COLLABORATION
Al-powered platforms redefining how
T teams plan, decide, and execute.
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mEDGE Opening Brief

FROM THE EDITOR

A Note on Reclaiming =
What Matters Al meetings, productivity

and leadership efficiency

ISSUE SNAPSHOT

Dear Reader,

Main Feature
Welcome to the first issue of AI EDGE, a practical AI and ﬁ The Meeting
technology briefing for leaders, founders, managers, That Steals Your Life
professionals and decision-makers who want to understand how
artificial intelligence is reshaping work, business, productivity Focus Areas
and leadership. G‘)\ Meeting overload, time
drain, decision fatigue,
We begin with a problem that almost every organisation Al workflow support and
recognises but few measure properly: the meeting that steals executive productivity
time, weakens focus, delays decisions and drains energy.
Meeti hel le coordi Ive probl PN
eetings were meant to help people coordinate, solve problems, o Business leaders,
align priorities and move work forward. Yet in many workplaces team managers, founders,
today, they have become a quiet source of inefficiency. Calendars public sector executives,
are crowded, agendas are weak, and people often join discussions coniultants and knowledge
. .. workers
without a clear sense of purpose. Decisions are postponed,
follow-up actions are missed, and by the end of the week many
Reading Time

professionals are busy, but not meaningfully productive. -@- .
8 to 10 minutes

The cost of a poor meeting is far greater than the hour spent in
the room. It includes preparation time, broken concentration, Practical Takeaway
repeated conversations, unclear accountability and the mental @ A simple Al-supported

fatigue that follows when people leave without a clear outcome. TG OISy IRt e o
leaders prepare, capture

This is where Al becomes genuinely useful. Applied well, it can decisions, assign tasks and

help leaders prepare sharper agendas, summarise discussions, follow up with clarity.

capture decisions, assign responsibilities, generate follow-up
notes and surface unresolved issues. Inside This Issue

But Al is not a substitute for leadership. It cannot correct poor Ol The Hidden Cost of ail
judgement, weak accountability or a culture that rewards activity Meeting Overload
over results. Leaders must still define purpose, protect focus and 02 How AI Can Reclaim ©
. . Lost Hours
insist that every meeting creates value. - -

03 Ppractical Al Meeting oc
This issue is therefore about more than meetings. It is about time, Workflow
attention, discipline and smarter execution. ) ) -

04 Executive Checklist
Less noise. More clarity. Fewer empty conversations. Better A J
outcomes. _

19 The real cost of bad meetings
Welcome to AI EDGE. is not only time.

It is actention, energy, clarity ~=

Stay sharp. Stay ahead. and decision quality. 29 X °
Editorial Desk, VA W
AI EDGE 2
Editor’s Note: -
This issue is written for leaders who want practical value, not technology noise. The goal is not to use Al for MUNDIALS)

everything. The goal is to use Al where it improves clarity, saves time and strengthens execution.



mEDGE Feature Analysis

The Meeting
That Steals

Your Life

Every unnecessary meeting is a tax on

focus, energy and execution.
Al can help leaders take that time back.

O
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1. The Hidden Cost

Meetings are essential. But too
many of them quietly drain the
most valuable resource in any
organisation: attention.

Many professionals spend large
portions of their working month
in meetings. The problem is not
only the time spent in the
meeting room. The deeper cost
is the interruption to focused
work, the repeated
conversation, the weak decision
record and the energy lost when
teams leave without clear
direction.

A meeting without a defined
purpose often becomes a
container for uncertainty.
People talk, but nobody owns
the next step. Issues are
discussed, but decisions are not
recorded. Work is delayed
because the meeting created
more conversation than clarity.

2. Why It Happens

Most meetings are created out
of habit, not necessity. Agendas
are weak or missing.
Participants are unclear on the
purpose. Discussions wander.
Decisions get deferred. Follow-
up is inconsistent.

LEADER'S INSIGHT

Leaders often feel pressure to

stay connected, so more
meetings are added to the
calendar. But connection
without clarity only creates
noise. When meetings are not
designed with intention, they
become repeat announcements
instead of decision engines.

3. Where Al Helps

Al does not remove the need to

meet. It makes each meeting

smarter and more productive
when used with proper
judgement.

+  Smarter agendas: Al
suggests agenda items,
prioritises topics and
ensures the right people are
invited.

+ Real-time capture: Al
transcribes, summarises
and highlights key
decisions as they happen.

» Action clarity: Al extracts
decisions, assigns owners
and sets deadlines.

+  Follow-through: Al tracks
commitments, sends
reminders and surfaces
overdue items.

The result is fewer repeat

meetings, faster decisions and

better execution.
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4. What Leaders Should Do Now
Leaders set the tone. Better

meetings start with better
discipline.

Question every meeting:
Ask what decision requires a
meeting and what can be
handled asynchronously.
Design for outcomes: Set a
clear purpose, agenda and
expected decision before the
invite goes out.

Protect focus time: Block
deep work time and reduce
unnecessary interruptions.
Close with clarity: End
every meeting with
decisions, owners and next
steps.

Use Al as your meeting co-
pilot: Let Al surface insights,
track actions and keep
meetings accountable.

THE REALITY

Average monthly time many
professionals spend in meetings.

That is nearly a full week of lost focus.

KEY TAKEAWAYS

Meetings consume focus, not just time.

Poor agendas create repeated work.

AI can convert discussion into action.

Better meetings require leadership discipline.

The best meeting is not the longest one. It is the one that ends with clarity, ownership and action.
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mEDGE Practical Guide

Al Meeting Workflo

From Conversation to Clarity

A simple Al-supported framework to help leaders prepare better,

capture what matters, decide faster and drive real follow-through.

Four-Step Workflow

BEFORE: DURING: AFTER: FOLLOW-UP:

Prepare with Purpose Capture What Matters Turn Talk into Outcomes Drive Accountability
Good meetings are designed Stay present. Let AT handle Summarise, organise and Follow-through is where
before people join the room. the heavy lifting. create clarity. value is created.
. Define the objective. . Focus on discussion . Generate the meeting . Share the summary.

. summary. -

. Review background . Capture key points i e Track action items.

information. . . Extract decisions. .

»  Track decisions «  Send reminders.
. Set a clear agenda. Invite . . List action items. Assign .
. »  Note risks and concerns »  Monitor progress.

the right people. owners.

e premends) »  Keep the conversation on .« Set deadlines. e Close the loop.
track.

Al HELPS YOU: # Al HELPS YOU: Al HELPS YOU: Al HELPS YOU:
Draft agendas, summarise pre- Transcribe accurately, identify key Summarise discussions, extract Track task progress, send smart
reads, identify key topics, suggest decisions, highlight action items, decisions, create action lists, draft reminders, flag overdue items,
questions and check for missing detect risks and blockers and keep follow-up emails and highlight open update stakeholders and close
context. time and structure. issues. loops automatically.

POWERFUL Al PROMPTS FOR MEETINGS

Al TOOLS THAT CAN HELP

Use these prompts in your Al assistant of choice Examples you can explore

Real-time transcription, summaries
and action item capture.

Summarise this meeting in 6 to 8 bullet points focusing on

. . . . . o ) Otter.ai
decisions, key discussion points and next steps. O" '

List all action items from this meeting with owners and Meeting notes, search, analytics and
follow-up automation.

| |
] Fireflies.ai
suggested deadlines. '

Identify any risks, blockers or unresolved issues discussed g Summarisation, documentation and
in this meeting. N knowledge management.

Create a follow-up email to the team summarising Works with Teams, Outlook and

. Microsoft Copilot

decisions, action items and deadlines. 7 Office to boost productivity.
What questions should we be asking that were not ChatGPT Tt migeme i e Gl
discussed in this meeting? and action trackers.

USE Al RESPONSIBLY
Always protect confidential information and review Al outputs before
sharing or acting on them.

AT will not replace leadership. But leaders who use Al to run better meetings,
LEADER'S INSIGHT

make clearer decisions and drive stronger execution will replace those who do not.




mEDGE Executive Guide

Al-Powered Meetings:
LEADER CHECKLIST

Better Meetings, Stronger Decisions. Real Outcomes.

Use this checklist to decide which meetings deserve to happen,
how to run them with purpose, and how to use Al tools to create clarity,
accountability and measurable results.

LEADER CHECKLIST

BEFORE, DURING & AFTER EVERY MEETING

1. BEFORE THE
@ MEETING
Prepare with purpose

2. DURING THE
MEETING

Stay focused and
capture value

3. AFTER THE
MEETING
Turn conversation
into clarity

4. FOLLOW-UP &
ACCOUNTABILITY
Drive results
and continuous
improvement

THE FIVE PILLARS OF HIGH-IMPACT MEETINGS

@ ®

PURPOSE: PEOPLE:
Every meeting | Invite only those
must have a who add value

clear reason. to the outcome.

O Is there a clear purpose for this meeting?
O Is this the best way to achieve the outcome?
O Do we have the right people in the room?
O Have | shared the agenda and pre-reads?

O What decision or outcome do we expect?

O Are we staying on topic and on time?

O Is everyone contributing to the discussion?
O Are key decisions being made?

O Are risks and concerns being surfaced?

O Is Al capturing key points and decisions?

O Do we have a clear summary of decisions?

O Are action items, owners and deadlines clear?
O Have we identified unresolved issues?

O Has the summary been shared with all

O participants?

O Do we need any additional information before

moving forward?

O Are action items being tracked?

O Have owners confirmed next steps?

O Are we following up on overdue items?
O Did this meeting create real progress?

O What can we improve for next time?

© @ @

PROCESS: PRODUCTIVITY: PROGRESS
Use a structured | Capture decisions, Follow up,
agenda and stay actions and measure and

on track. deadlines. improve.

@ REMEMBER: The goal is not more meetings. The goal is better outcomes.
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LEADERSHIP CAUTION
Al IS A FORCE MULTIPLIER,
NOT A REPLACEMENT

Al should support your judgement,
not replace it.

Protect confidential information and
respect data privacy.

Validate Al outputs. Do not rely
blindly on automation.

Leadership, empathy and
accountability remain human
responsibilities.

Use Al to enhance clarity, speed and
quality — not just to save time.
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MEETING QUALITY SCORECARD

Rate each meetingon ascaleof 1-5
(1 = Poor, 5 = Excellent)

Clarity of Purpose
Right People ©)
Time Efficiency (1) () (&)
OJOJO,

Decision Quality

@0 O®O0®E

Overall Impact

Great meetings don't happen by accident.
They happen by design.

66

The best leaders don't
attend more meetings.
They run fewer, better
meetings that move

the organisation forward. #

- AT EDGE
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STAY AHEAD.
STAY INFORMED.

Subscribe to Al EDGE
and join a community of forward-thinking
leaders using Al to drive real impact.

|

ENTERPRISE A1 ApoPTION:

FROM PrOT TO Al GOVERNA
FMPACT

BUILD TRuS:
A premium briefing for leaders, founders, <
managers and professionals who want

practical insights, proven frameworks and

curated intelligence, delivered twice a month.

Scan the QR code SUBSCRIPTION BENEFITS

or visit

() Practical Al insights you can use

() Monthly expert analysis and trend updates

SUBSCRIBE @ Leadership, productivity and governance guidance

T 0 D A Y @ Curated tools, prompts and frameworks
IT'S FREE!

@ Real-world lessons and case perspectives

ABOUT

OUR MISSION

To empower leaders with practical
Al knowledge, strategic clarity and
actionable insights.

https://mundial24.com/en/ai-signals

WHAT'S COMING NEXT

ISSUE 002 ISSUE 003 ISSUE 004 ISSUE 005

OUR VISION
Al & DECISION Al GOVERNANCE Al FOR GROWTH  THE FUTURE A world where leaders use Al
INTELLIGENCE & TRUST & INNOVATION OF WORK responsibly to solve bigger
problems and create lasting impact.
How Al helps leaders Building responsible How organisations use Workforce skills,
make better decisions Al systems, policies Al to innovate, automate human-Al OUR pROMlSE
faster with less noise. and organisational and scale with confidence. collaboration and
trust. the future-ready We cut through the noise and
organisation. deliver insights that matter.

No hype. Just value.

FOLLOW & CONNECT

GRNONC)

Stay connected for updates,
resources and special editions.

The future belongs to leaders
who combine human judgement
with AI advantage.

Published by Have feedback or ideas?
ML'NI]!AL@ editorial@mundial24.com







