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Burn Bright Meeting Effectiveness Playbook™ (BBMEP)

Tagline

Meet with Purpose. Decide with Clarity. Leave with Action.

Executive Definition

The Burn Bright Meeting Effectiveness Playbook™ (BBMEP) is a comprehensive leadership framework designed to
transform meetings from time-consuming activities into high-value strategic conversations that improve decision-making,
collaboration, learning, innovation, and sustainable performance.

The playbook is built on the principle that meetings should create energy, alignment, and action—not confusion, fatigue, or
unnecessary workload.

It provides leaders, entrepreneurs, managers, and organizations with practical systems, Al-supported tools, diagnostics, and
meeting standards that significantly reduce meeting overload while increasing organizational effectiveness.

Core Philosophy

Fundamental Principle

Every meeting should have a clear purpose, create measurable value, strengthen relationships, and improve
organizational performance.

A meeting is successful when participants leave with:

clarity
ownership
decisions

accountability
e motivation

rather than:

confusion

additional workload
unnecessary follow-up

decision delays

Burn Bright Meeting Effectiveness Model™

PURPOSE

v
MEETING EFFECTIVENESS

Purpose & Alignment
Preparation
Participation
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Decision Intelligence
Communication

Time Management
Accountability
Reflection & Improvement

v
ORGANIZATIONAL PERFORMANCE

Faster Decisions

Higher Engagement

Reduced Workload

Greater Collaboration
Improved Innovation
Leadership Sustainability

Vision
To help organizations eliminate unnecessary meetings and create intentional conversations that improve leadership,
collaboration, and sustainable performance.

Mission

To provide leaders with practical meeting systems that maximize value while minimizing cognitive overload and time waste.

The Eight Meeting Intelligence Domains™

1. Purpose & Alignment™

Definition
Every meeting exists to achieve a clearly defined organizational objective.

Principles

e Strategic alignment
Clear objectives
Expected outcomes
Shared understanding

Organizational value

Key Questions
Why are we meeting?
What decision or outcome is required?

Could this be achieved without a meeting?

Al Reflection
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If this meeting were cancelled, what organizational value would be lost?

2. Preparation™

Definition

Participants arrive informed and ready to contribute.

Principles
e Agenda
e Pre-reading
e Data
e Expectations
e Assigned roles

Standards
Agenda distributed 24 hours before

Reading completed before meeting

Required decisions identified

3. Participation™

Definition
Every participant contributes meaningfully.

Principles

e Psychological safety

e Inclusion

e Collaboration

e Respect

e Constructive discussion
Measures

Participation balance
Speaking time
Idea generation

Collaboration quality

4. Decision Intelligence™

Definition
Meetings produce timely, evidence-informed decisions.
Principles

e (ritical thinking
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e Evidence

e Consensus

e Decision ownership

e Risk evaluation
Reflection

Did this meeting produce a decision or simply more discussion?

5. Communication Excellence™

Definition
Clear communication reduces confusion and future workload.

Principles

e Active listening

e (Clarity

e Professionalism

e Feedback

e Summary
Questions

Were expectations clearly communicated?

Does everyone understand next steps?

6. Time Management™

Definition
Meetings respect leadership capacity.

Principles

e Start on time

e Finish on time
e Prioritize agenda
e Eliminate repetition
e Protect focus
Al Insight

Meeting overload reduces strategic thinking and increases decision fatigue.

7. Accountability™

Definition
Every meeting ends with clear ownership.
Principles

e Action plans

burnbrightadvisory.com | Confidential | Page 5 of 12



& BurnBright Advisory | Meeting Effectiveness Playbook™

Responsibility
Deadlines
Follow-up

Measurement
Meeting Standard

Every action item includes:
Owner

Deadline

Expected outcome

Success measure

8. Reflection & Continuous Improvement™

Definition

Organizations continuously improve meeting quality.

Principles

e Reflection

e Feedback

e [earning

e Adaptation

e Continuous improvement
Weekly Reflection

Which meeting generated the greatest organizational value?

Which meeting should never happen again?

Meeting Effectiveness Index™ (MEI)

Every meeting receives a score.

Domain Score

Purpose & Alignment 92
Preparation 84
Participation 80
Decision Intelligence 76
Communication 88
Time Management 74
Accountability 82
Reflection 79
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Overall Meeting Effectiveness Score

82/100

Classification

High Performing Meeting Culture

Meeting Maturity Levels™

Score Classification

90-100 Strategic Meeting Excellence
80-89 High Performance Meetings
70-79 Effective Meeting Culture
60-69 Operational Meetings

50-59 Meeting Overload

Below 50 Dysfunctional Meeting Culture

Burn Bright Meeting Filter™

Before scheduling a meeting, leaders answer five questions.

1.

Is a meeting actually necessary?

2.

Can this be solved by:
o AI?
e Email?
e Shared document?
e Recorded video?
e Team update?

3.

What decision must be made?

4.

Who genuinely needs to attend?
5.
What organizational value will be created?

If fewer than three questions are answered positively:

Do not schedule the meeting.
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The Burn Bright 30-30-30 Rule™

30%

Information sharing

30%

Discussion and collaboration

30%

Decision-making and action planning

Final 10%

Reflection and commitments

Al Meeting Coach™

Before the meeting
Al generates:

agenda
objectives

discussion questions

decision frameworks

During the meeting

Al records:
® action items
e decisions
e risks
e responsibilities

After the meeting

Al produces:
e executive summary
e action tracker
e accountability dashboard
e follow-up schedule

Weekly Meeting Audit™

Every leader reviews:

Total meetings
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Hours spent

Decisions made

Meetings cancelled

Meetings delegated

Meetings automated

Strategic thinking time recovered

Meeting Energy Audit™

Every participant rates:
Energy before meeting
1

Meeting experience

l

Energy after meeting

Energy Generated

e [earning

e Collaboration

e Innovation

e Decision clarity
Energy Lost

e Repetition

Poor preparation

No decisions
Unclear expectations

Interruptions

Executive Dashboard™

Meeting Effectiveness
Overall Score

86

Purpose 91
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Preparation

Participation

Decision Quality

Communication

Time Management

Accountability

84

82

79

89

80

85

Meeting Hours Saved

18 this month

Decision Speed

+22%

Strategic Capacity

+15%

Team Dashboard™

Managers can monitor:

Meeting load
Participation

Team energy

Decision quality
Collaboration
Accountability

Follow-up completion

Enterprise Benchmark™

Organizations compare:
Average meeting hours

Decision effectiveness

Meeting satisfaction

Strategic alignment
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Action completion

Leadership capacity

Meeting ROI

Resource Library™
Included templates:

Meeting Agenda Builder™
Executive Brief Template™
Decision Matrix™

Action Tracker™

Al Prompt Library™

Meeting Reflection Journal™
Weekly Meeting Audit™
Team Meeting Scorecard™
One-to-One Coaching Guide™

Strategic Planning Agenda™

Al Weekly Reflection™

Every Friday:

Which meeting produced the greatest organizational value?

Which meeting could have been an email?

Which conversation developed someone else's leadership capability?

Integration with the Burn Bright Leadership Operating System™

Burn Bright Leadership Sustainability Framework™

Leadership Energy Audit™

Decision Fatigue Assessment™
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Delegation Readiness Framework™

Leadership Capacity Planner™

Strategic Focus Framework™

Meeting Effectiveness Playbook™

Leadership Intelligence Index™

AI Leadership Coach™

Academy ¢ Community ¢ Enterprise Dashboard

Burn Bright Meeting Manifesto™

Meetings should create clarity, not confusion. They should strengthen relationships, not drain energy. They should
accelerate decisions, not delay them. Every meeting is an investment of leadership capacity and organizational
intelligence. Exceptional leaders protect that investment by ensuring every conversation has purpose, every participant
has a voice, every decision has an owner, and every meeting contributes to sustainable performance.

Strategic Positioning

The Meeting Effectiveness Playbook™ is the execution engine of the Burn Bright ecosystem. It translates your principles of
Professionalism, Constructivism, Adaptability, Visionary Leadership, Reflective Practice, Knowledge Development,
Emotional Intelligence, and Sustainable Performance into one of the most common leadership activities: meetings.

For individual leaders, it improves daily practice. For entrepreneurs, it creates strategic capacity. For enterprise organizations,
it provides a measurable framework for reducing meeting overload, accelerating decision-making, improving collaboration,
and building a culture of sustainable leadership.

— End of Meeting Effectiveness Playbook™ —
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