L_etter of Guidelines for Settlement
Conference Readiness

Date: [Insert Date]

To: [Insert Recipient's Name]

From: [Insert Your Name]

Subject: Guidelines for Settlement Conference Readiness
Dear [Recipient's Name],

As we approach the upcoming settlement conference scheduled for [Insert Date], | would like to
provide you with some guidelines to ensure that we are fully prepared. Please review the
following points:

1. Document Review: Ensure all relevant documents are organized and reviewed, including
contracts, correspondence, and financial records.

2. Settlement Position: Clearly define your position on the matter and the outcomes you
wish to achieve.

3. Negotiation Strategy: Develop a negotiation strategy considering potential compromises
and areas for flexibility.

4. Witness Preparation: If applicable, prepare any witnesses who may provide testimony
at the conference.

5. Counsel Coordination: Maintain open communication with your legal counsel to align
on strategy and expectations.

6. Questions and Concerns: Compile any questions or concerns you may have that can be
addressed during the conference.

7. Logistics: Confirm the date, time, and location of the conference, as well as any required
materials.

Please ensure that you have addressed all the above points by [Insert Deadline]. This will help
facilitate a constructive and efficient discussion during the conference.

If you have any questions or need additional clarification on any of the items, do not hesitate to
reach out.

Thank you, and I look forward to our successful preparation.
Sincerely,

[Your Name]



[Your Position]

[Your Contact Information]



