
AI Meeting Assistant

Security Checklist
AI meeting assistants are a must-have in 2025, but not all are

created equal when it comes to security. Here’s what to consider.
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For Organizational Leaders

1 Check for SOC 2 or ISO 27001 
compliance

Julie Jamie

Tony Karen

shield-check

microphone video 

2 Check for industry-specific 
certifications

check

3 Ask how long data is stored

trash-can-clock

check
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4 Can you download and delete data?

5 Ask about third-party vendor security

6 Is it clear when the recording is happening?

7 Set up recording rules

8 Set up recording access permissions

9 Limit access to admin settings

10 Implement a single AI meeting assistant organization-wide

AI Meeting Assistant Security Checklist



For Employees

1 Use strong passwords and

enable 2FA

* * * * * *

lock

* * * *

shield-check

2 Ask for recording consent

check

3 Confirm organizational 
approval

check
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4 Regularly update software

5 Be cautious about sharing notes

6 Review recaps for compliance
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Meeting Highlights

 Recording  Transcript

In their recurring check-in, Julie, Jamie, Karen, and Tony discussed 

various project progress and blockers. Jamie gave a demo of 

progress since last week, and Karen shared the plan for next cycle. 
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Abigail
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AI meeting recording, transcription and recaps with privacy, 
control and security at its core

The only 
built from the ground up with 

and  in mind.

AI meeting assistant 

privacy  security
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Weekly Team Meeting external-link Oct 10 2:30 PM plus +5 paper-plane Send ellipsis-v times

align-left Notes sparkles Recap

Highlights Transcript Stats

chevron-down Summary

In this team check-in meeting, members provided 
progress updates and discussed current roadblocks, 
including file access issues and technical problems with 
the CRM. The team shared their top priorities, which 
ranged from working on website copy to implementing 
productivity tools and hiring new team members. Cross-
team collaboration opportunities were explored, with 
team members offering support to address challenges 
caused by vacationing colleagues. The team agreed to 
leverage AI more extensively to improve efficiency in 
their work processes, particularly for content generation 
and workflow optimization.

chevron-down Action items 2

Pascal to review landing pages and get someone 
from the design team to check the visuals

・AI-generated12:45

Ally to assist Lydia with reviewing copy and visuals
・AI-generated12:45

chevron-down Decisions 1

28:04 The team decided to leverage more AI to help 
improve efficiency in their work processes 
going forward.

clock Added Oct 10・32 views

00:00 / 39:40 1.5x cut Clip

Chapters info-circle

chevron-down 01:40 Progress updates, roadblocks, and team priorities

� Ally reported a roadblock regarding access to a file that was supposed to be 
shared with them, impacting their progress on current tasks�

� Pascal mentioned technical issues with their CRM system, causing delays in 
updating pages and potentially affecting overall team productivity�

� Lydia’s top priority is working on copy for new website pages, indicating a focus 
on improving online content and user experience.

chevron-right 09:29 Cross-team collaboration opportunities

chevron-right 24:36 Innovation ideas and AI implementation

chevron-right 28:04 Recognition, shout-outs, and resource needsAsk Copilot chevron-up
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