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Transform board leadership with the power of Al

Convene enhances board meetings with the power of artificial intelligence
through Convene Al, enabling leaders to make informed decisions,

streamline workflows,

and improve communication. By providing clear,

actionable, and easily accessible information, Convene Al transforms the
way boards operate, driving efficiency and effectiveness.

With Convene Al, users can generate concise meeting and file summaries,
refine and organize meeting minutes, gain contextual insights, and create

action items—all while

Summary

Project Progress and Upcoming Deadlines

enjoying seamless assistance and support anytime.

£ Edit

Jhoanna discussed the progress of various tasks within the project. She mentioned that the development team is on track but requires extra QA for bug fixes.
The design team is nearing completion of their assets, awaiting minor adjustments. The marketing team is working on pre-launch momentum plans. Jhoanna
he f

Add Topic

@ Dear Kimberly,

Thank you for reaching out to us. Below is a summary of your meeting file on "Workplace

policies: safety, health and confidentiality”:

1. Workplace Policies Overview:

and timely askey approach. She outlined specific deadlines for the development,
design, and marketing teams, and also mentioned the need for a progress meeting on November 12.

Next Steps

1 team to finish feat ion by 11 and resolve critical bugs.
2 Design team to finalize and deliver Ul components by November 6.

|

rvke«mg team to draft pre-launch campaign materials and review on November 9.

Step

r

o These policies are applicable to all individuals associated with the company,

including employees, contractors, volunteers, vi
= The aim is to foster a productive, lawful, and plg

2. Confi iality and Data P

o Emphasis on safeguarding private information ré
partners, and the company itself.

3. Harassment and Violence:

o The goal s to create a happy and productive wa
treats each other well and feels safe.

< Everyone is encouraged to contribute to the prej
workplace viclence.

If you have any further questions or need additional assist;
us at suppml@azeuscnnvene,cam,

: |

snrnre and ctakahaldare L
Can you give me a list of my pending action items?

@ Dear Kimberly,
Thank you for reaching out to us.
Based on your query, here is a list of your pending action items from the last board meeting:
Preparation

« Compile all necessary documents for the upcoming board meeting.
+ Prepare an agenda and ensure it includes all key discussion points.

Review and Analysis

« Review financial statements and performance reports.
« Analyze key metrics and indicators pertinent to the organization's goals.

INFORMATI
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For Administrators

Get a brief overview of the meeting

Automated Summarization

Manual meeting documentation can be time-consuming and inefficient for
secretaries. While automated transcription eases the job for minute-takers,
directors might have a hard time going through full meeting transcripts just
to get a recap of a few topics.

With Convene Al users can instantly access Al-generated meeting
summaries within the Admin Portal, leveraging the Al capabilities of Zoom
and Teams. The generated meeting summary highlights all the key points of
the meeting, providing a comprehensive and organized meeting reference
for administrators.

Summary / Edit

Project Progress and Upcoming Deadlines
@ EBxport/send P‘@ Publish to Public
Jhoanna discussed the progress of various tasks within the project. She mentioned that the development team is on track but req =

The design team is nearing completion of their assets, awaiting minor adjustments. The marketing team is working on pre-launch
the of and timely as key approach. She outlined specific deadlit Delivery Status
design, and marketing teams, and also mentioned the need for a progress meeting on November 12.

RSVP.

Check Schedule Conflict

S Toe Meeting Summary

Title Time

Meeting Summary for Project Update as of 4Nov2024,2:24PM - 2:25PM View  Download [r—
November 4,2024

Cancel Meeting

Note: Meeting

eloagh. Delete Meeting

Access an Al-generated summary of
your meeting within the Admin Portal.

Convene Al also provides a quick recap of the meeting, so users do not have
to go through the entire meeting summary should they only need a brief
overview. Lastly, administrators are instantly informed via email
notifications once the summaries are ready.

Title Meeting Summary for Project Update as of November 4, 2024

Time 4 Nov 2024, 2:24 PM - 2:25 PM

Quick Recap Jhoanna discussed the progress of various tasks within the project, highlighting the need for extra QA for bug fixes and minor adjustments for the
design team. Shy the of and timely as key approach, and outlined specific
deadlines for the design, and teams. A progress meeting was also scheduled for November 12.

| Al Summary - [4208] 20250124 G

adelev@pOrx.onmicrosoft.com via Convene <notification@azeusconvene.com>

To: @ Honeylette De Luna Fri 1/24/2025 405 PM

with a quick recap generated by Al.

(& conwene

Al-generated i y is now

Be notified via email once the

meeting summary is available.
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Create action items based on action
suggestions from Convene Al.

(& conwene

Action Suggestion and Creation

On top of meeting summaries, Convene Al automatically generates action
suggestions based on discussions, helping participants identify their next
steps after the meeting. Users can then choose to create and assign action
items based on the given suggestions.

Next Steps

1

2

Development team to finish feature integration by November 11 and resolve critical bugs.

Design team to finalize and deliver Ul components by November 6.

Marketing team to draft pre-laur

Add Next Step

My Actions

Meetings

All Status v All past meetings v Added by anyone v

Refined Meeting Minutes

Design team to finalize and deliver Ul components

Due 6 Nov * Assigned to you, David Vaters

Marketing team to draft pre-launch campaign materials

Due 9 Nov * Assigned to you

Development team to finish feature integration and resolve critical bugs

Due 11 Nov * Assigned to you

Convene Al can instantly enhance meeting minutes by refining grammar,
tone, and structure, enabling administrators to deliver clear, polished, and
actionable minutes immediately after the meeting. Administrators are able
to choose which tone to use onto the meeting minutes.

ab
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2. CEO Report

By fostering strategic pal
investing in research and

strengthened its compe
Our ability to adapt to ck,

trends, and capitalize on
opportunities enabled us
growth and create long-|
our stakeholders.

Total revenue for the fisc
reached an impressive $i
marking a significant in¢
compared to the previou

and embracing digitalizs ==

= B 0 & + Altools ~

expanded its market pre——————————— ™

diversified its product p@nificant strides in ed to energy effic
(5t quarter, energy Proofread % through measi
ems, transitioning ) energy-consciol

15 .3y analyzing usage ns during peak h
market conditions, antici; afforts with sust

Make professional rbon footprint

Make concise

Generate data summary

3. Functional Review

Annual Plan Goals vs. Status

Meet all goal product develo
milestones

- Fill 3 key SW engineering pt
- Refine technology roadmap

Refine the grammiairr,
tone, and structure of

your meeting minutes.
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Contextual Insights and Smart Reorganization

Convene Al is able to intelligently group related meeting topics and

provides additional contextualized insights, ensuring that even complex
discussions are easy to understand and reference. This allows directors and
administrators to quickly grasp the context of discussions without sifting

through disjointed meeting documentation, making meetings more
efficient and actionable.

(©) Meeting Summary

Information
Title Meeting Summary for Project Update as of November 4, 2024
Time 4 Nov 2024,2:24 PM - 2:25 PM
Quick Recap Jhoanna discussed the progress of various tasks within th Preduction Efficiency:
design team. She emphasized the importance of collabori The COO commenced the operational review by delving into production efficiency
: % 5
deadiines for design, and b | metrics, providing a detailed analysis of production volumes, capacity utiization rates,
and throughput efficiencies across manufacturing facilties. By leveraging advanced
analyties and performance monitoring tools, the COO identified opportunities to enhance
Next Steps production efficiency, optimize resource utilization, and minimize production downtime
Moreover, the COO discussed initiatives to streamline production processes, adopt lean
1 Development tam to finkch featire Integration by Novamber 11 and resol] manufacturing principles, and implement advanced automation technologies to drive
operational excellence and improve manufacturing agility.
2 Design team to finalize and deliver Ul components by November 6.
Supply Chain Management:
3 Marketing team to draft pre-launch campaign materials and review on Nov| fo'supply chain the COO eluciaated on the company's

supply chain strategy, vendor relationships, and inventory management practices

Add Next Step Through a comprehensive assessment of supply chain performance metrics, including

lead times, order fulfilment rates, and inventory tumover ratios, the COO provided

| insights into the company’s supply chain resilience and responsiveness. Additionally, the
COO discussed initiatives to enhance supply chain visibility, mitigate supply chain risks,
and optimize inventory levels through demand forecasting and inventory optimization

Access automatically N

. Quality Control:
Organlzed an d enh an Ced In adaressing quality control measures, the COO underscored the company’s
unwavering commitment to defivering products of the highest quality standards. Through
stringent quality assurance protocols, robust quality management systems. and

meetlng docum en ta tlon' continuous improvement initiatives, the company maintained rigorous quality control

FW10202.012025
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For Directors

Smart Meeting Guide and Summary

With Convene Al, directors can instantly generate a brief overview of key
meeting files, focusing only on the most relevant and critical information.
They can also ask questions regarding the documents, ensuring that boards

stay on top of discussions.
@ = 0i2ve

+ B B o Q7

@’ Dear Kimberly,

Thank you for reaching out to us. Belo Please summarize the document under
policies: safety, health and confidentia Agenda 2021 report?

1. Workplace Policies Overview:

o These policies are applicable to all individuals associated with the company,
including employees, contractors, volunteers, vendors, and stakeholders.
o The aim is to foster a productive, lawful, and pleasant workplace environment.

. Jata Protection:
Generate overviews and

feguarding private information related to clients, employees,
1e company itself.

highlights of meeting

documents instantly.

Personalised Support

With Al integrated in the Convene App, board directors no longer have to
contact Convene’s support channels or course their concerns through their
administrators to address issues. Users simply have to input their concern
within Convene Al, after which the Assistant instantly provides an effective
solution to resolve it.

@eE» - = 0i30% .
+ Q
How to digitally sign a document?

To digitally sign a document, you can follow
these steps:

Me )
v Q
If you are a director, you can sign a
ﬂ document with additional authentication by
following these steps:
Get instant support and
. 1. Open the document and click on the
help from Convene Al in "Sign" or "Initial" button on the toolbar.
navigating the platform. 2. Select the field where you want to sign

Me  orinitial.

(& conene s
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Your All-in-One Virtual App Assistant

Convene Al can perform various app actions for users, acting as a virtual
assistant for directors and simplifying their user experience.

As a virtual assistant, Convene Al can create and retrieve action items,
inform directors about pending documents for review, and open meeting
files, among others.

Can you give me a list of my pending action items?

@ Dear Kimberly,
Thank you for reaching out to us.
Based on your guery, here is a list of your pending action items from the last board meeting:
Preparation

» Compile all necessary documents for the upcoming board meeting.
» Prepare an agenda and ensure it includes all key discussion points.

Review and Analysis

L Ask Convene Al to
« Review financial statements and performance reports.

« Analyze key metrics and indicators pertinent to the organizati perform app

actions for you.

Learn more about artificial intelligence capabilities in Convene and how it
can help your board by visiting our website.

@ Conwne FW10202.012025
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https://www.azeusconvene.com/convene-ai

Ccontact Us

sdales@dzeusconvene.com

AMERICAS APAC

United States*: 1800 795 2024 Australia: +610431395 477

Canada*: 1800 795 2024 +61 0421 072 206
EMEA New Zealand: +610421072 206
UK: +44 (0)20 8004 5937 +64 4830 3496
Greece: +30 211198 8980 Singapore: +65 6856 7330
France: +33 (0)18626 2736 China: +86 15810203553
ltaly: +39 02 0062 4933 Philippines: +63 921 316 0339
UAE: +971526140528 Malaysia: 1800 817 240
Saudi Arabia: +966 53 700 0996 India: +917303092100
Morocco: +212 663 710618 +91 7303092101
Turkey: +20100 444 4122 Hong Kong: +852 2152 3666
Egypt: +20101191 671
Kenya: +254 0 718331583

South Africa:

Nigeria:

+27 87 004 2029

+234 812 417 9126



