
Conflict Resolution Steps 

Date: ________ 

To: ________ 

From: ________ 

Dear [Recipient's Name], 

In order to effectively address and resolve the conflict that has arisen, I propose the following 

steps: 

Step 1: Acknowledge the Conflict 

Recognize the existence of the conflict and its impact on all parties involved. 

Step 2: Gather Information 

Collect all relevant details about the situation to understand different perspectives. 

Step 3: Communicate Openly 

Engage in honest discussions with all parties, ensuring everyone has a chance to express their 

views. 

Step 4: Identify Underlying Needs 

Explore the needs and interests of each party to help find common ground. 

Step 5: Generate Options 

Brainstorm possible solutions collaboratively, encouraging creativity and flexibility. 

Step 6: Evaluate Options 

Discuss the pros and cons of each potential solution to determine the best course of action. 

Step 7: Agree on a Solution 

Reach a mutually acceptable agreement that addresses the needs of all parties involved. 



Step 8: Follow Up 

Schedule a follow-up meeting to assess the effectiveness of the solution and make adjustments if 

necessary. 

Thank you for your attention to this important matter. I look forward to working together 

towards a positive resolution. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


