
Conflict Resolution Letter 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Conflict Resolution Discussion 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to address a concern that has arisen between us 

regarding [briefly describe the conflict]. It is important to me that we find a solution that works 

for both parties involved. 

To resolve this matter, I propose the following strategies: 

• Open Communication: Let's schedule a time to discuss our perspectives openly. 

• Active Listening: During our conversation, we should both practice active listening to 

ensure we understand each other's viewpoints. 

• Brainstorm Solutions: Together, we can generate possible solutions and evaluate their 

pros and cons. 

• Compromise: We should be willing to meet in the middle and find a mutually agreeable 

outcome. 

• Follow-up: After agreeing on a solution, we can set a date to follow up and evaluate how 

things are going. 

I believe that by working together, we can resolve this conflict effectively and strengthen our 

relationship moving forward. Please let me know your availability for a meeting. 

Thank you for your time and consideration. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


