
Settlement Conference Preparation Overview 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Preparation for Upcoming Settlement Conference 

Dear [Recipient's Name], 

I hope this message finds you well. As we approach the date of our settlement conference 

scheduled for [insert date], I would like to provide an overview of our preparation process to 

ensure we are aligned and fully prepared. 

Key Points for Preparation: 

1. Review of Case Background 

2. Summary of Key Issues in Dispute 

3. Identification of Settlement Goals 

4. Development of Negotiation Strategy 

5. Required Documentation and Evidence 

Please gather all relevant documents and any statements that might support our position. 

Additionally, I encourage you to reflect on your own perspectives regarding potential settlement 

ranges. 

Let's schedule a time to discuss this in further detail and finalize our strategy. I look forward to 

your thoughts. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


