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Executive Summary: AI-Powered Meeting Record 
Management

Current Approach: Traditional meeting record management often 
results in:

Time-consuming manual transcription and summarization.

Inconsistent documentation prone to human error. 

Difficulty retrieving and analyzing meeting insights for decision-
making.

AI-Empowered Approach: Our AI-driven solution transforms meeting 
record management by:

Automating transcription and summarization to save time and reduce 
manual effort. 

Standardizing documentation for consistent, accurate, and unbiased 
results. 

Providing actionable insights and trend tracking for better decision-
making.
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Our Ready-Made Solution: AI Meeting Record 
Management Tool 

1. Audio Integration 
Seamless integration via direct audio recording or file uploads (e.g., MP3) to collect meeting discussions across various formats and 
departments.

2. AI-Powered Transcription and Analysis
Advanced LLM processing of meeting audio to transcribe discussions, summarize key points, identify speaker contributions, and extract 
actionable insights.

3. Smart Reporting and Summarization
Automated generation of comprehensive meeting summaries, including timestamps, action items, and standardized documentation for 
consistent, unbiased results across selected periods.
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Upload Audio File or Record Audio

2

Select Output Language(English/Traditional Chinese)

3

Select Analysis Type (Remark: this is the demo screen for an IT company meeting) and 
Process Audio

4

Output 
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