Dispute Resolution Letter

Date: [Insert Date]

To: [Recipient's Name] [Recipient's Address] [City, State, Zip Code]

Dear [Recipient's Name],

| am writing to you regarding the dispute concerning [briefly describe the issue, e.g., "the recent

transaction related to invoice #12345"]. | believe it is important for both parties to reach an
amicable resolution. To ensure a structured approach, | propose the following steps:

1. Clarification of Issues

Please provide any additional information regarding your perspective on the matter.

2. Discussion and Negotiation

Let us schedule a meeting to discuss our views. | am available on [provide two or three options
for dates and times].

3. Alternative Solutions

In preparation for our meeting, | would appreciate if you could consider potential solutions, such
as [suggest possible resolutions, e.g., "adjusting payment terms, issuing refunds, etc."].

4. Agreement on Next Steps

Post our discussion, we can outline actionable steps for resolution.

| believe that by approaching this matter calmly and collaboratively, we will arrive at a
satisfactory resolution. Thank you for your attention to this matter. | look forward to your prompt
response.

Sincerely,

[Your Full Name] [Your Position] [Your Company] [Your Contact Information]



