
Letter of Discussion for Amicable Resolution 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to discuss an outstanding payment dispute that 

has arisen between us concerning [specific invoice or service]. As I believe in maintaining a 

positive and cooperative relationship, I would like to explore an amicable resolution to this 

matter. 

Details of the dispute include: 

• Invoice Number: [Invoice Number] 

• Amount Due: [Amount Due] 

• Due Date: [Due Date] 

• Reason for Dispute: [Brief explanation of the dispute] 

I am confident that we can work together to resolve this issue in a manner that satisfies both 

parties. I propose we set up a meeting or a call to discuss this further at your earliest 

convenience. Please let me know your available times, and I will do my best to accommodate. 

Thank you for your attention to this matter, and I look forward to your prompt response. 

Sincerely, 

[Your Name] 


