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Outline 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Outline for Settlement Conference 

1. Introduction 

Brief overview of the purpose of the settlement conference. 

2. Background Information 

Details of the case including relevant history and context. 

3. Positions of the Parties 

Outline of each party's position regarding the dispute. 

4. Issues for Discussion 

• Issue 1: [Description] 

• Issue 2: [Description] 

• Issue 3: [Description] 

5. Proposed Solutions 

Suggestions for resolution from each party. 

6. Conclusion 

Summary of the expectations for the conference. 

7. Attachments 

List any additional documentation that supports the outline. 



Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


