[Team] weekly sync — [Month D, YYYY]
Attendees: [Name (host)], [Name], [Name (note-taker)]
Updates since last sync (one per person):
	Person
	Update since last sync
	Blocker

	[Name]
	[what got done]
	[what (who can unblock)] or none

	
	
	

	
	
	

	
	
	

	
	
	



Decisions:
[what was agreed]
Action items:
[Owner] — [task] — [due date]
Next sync: [Month D] · Check first: [open action items from this sync]




