
Settlement Conference Summary Notes 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Your Name] 

Participants: 

• [Participant 1] 

• [Participant 2] 

• [Participant 3] 

Background: 

[Brief background of the case] 

Key Issues Discussed: 

1. [Issue 1] 

2. [Issue 2] 

3. [Issue 3] 

Proposed Solutions: 

• [Proposed Solution 1] 

• [Proposed Solution 2] 

Next Steps: 

1. [Next Step 1] 

2. [Next Step 2] 

Thank you for your attention to these matters. Please feel free to reach out with any questions or 

concerns. 

Sincerely, 

[Your Name] 


