Summary of Conflict Resolution Meeting

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

From: [Your Name]

Participants:
o [Participant 1]

e [Participant 2]
e [Participant 3]

Meeting Overview:

The purpose of this meeting was to address the conflicts that arose regarding [briefly describe the
issue].

Key Points Discussed:
1. [Key point 1]

2. [Key point 2]
3. [Key point 3]

Agreements Reached:

e [Agreement 1]
o [Agreement 2]
e [Agreement 3]

Next Steps:

We have decided to follow up on these actions by [insert date].

Conclusion:
Thank you for your participation and willingness to resolve these issues collaboratively.
Sincerely,

[Your Name]



[Your Position]



