Weekly Leadership Meeting — [Week commencing DD Mon YYYY]
Attendees: [Names]    Apologies: [Names]
1. Headlines
[One-line summary 1]
[One-line summary 2]
2. Decisions made
	Decision
	Owner
	Effective from

	
	
	

	
	
	


3. Actions
	#
	Action
	Owner
	Due
	Status

	
	
	
	
	Open

	
	
	
	
	Open


4. Risks & blockers
[Risk] — owner: [Name], mitigation: [Action]
5. Next week
[Priority]
[Priority]




