
Letter of Amicable Conflict Resolution 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company/Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to address the recent events that have led to 

some misunderstandings between us. I believe it is important to clarify our positions and work 

towards an amicable resolution. 

Firstly, I would like to acknowledge [mention the specific issue or event]. I understand that this 

may have caused some discomfort, and I sincerely apologize for any negative feelings that may 

have arisen from the situation. 

To move forward, I propose that we [offer potential solutions]. I believe that by [explain how 

these solutions could help], we can restore our working relationship and continue to collaborate 

effectively. 

Thank you for your understanding and patience as we work through this matter. I appreciate your 

willingness to communicate openly, and I look forward to your thoughts on my proposal. 



Sincerely, 

[Your Name] 


