Summary of Dispute Resolution Discussions

Date: [Insert Date]
To: [Recipient's Name]
From: [Your Name]

Subject: Summary of Discussions Regarding [Brief Description of the Dispute]

Introduction

This letter serves as a summary of the discussions held on [insert date of discussions] regarding
the dispute between [Party A] and [Party B].

Participants
o [Participant 1 Name, Title, Organization]

« [Participant 2 Name, Title, Organization]
o [Participant 3 Name, Title, Organization]

Key Points of Discussion
1. [Key Point 1]

2. [Key Point 2]
3. [Key Point 3]

Agreed Actions

The following actions were agreed upon:
« [Action Item 1]

e [Action Item 2]
« [Action Item 3]

Next Steps

We will reconvene on [insert date] to evaluate progress on the agreed actions and discuss further
steps.

Conclusion



Thank you for your participation and cooperation in this matter. Please feel free to reach out if
you have any questions or require further clarification.

Sincerely,

[Your Name]

[Your Title]

[Your Organization]

[Your Contact Information]



