
Conflict Resolution Letter 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Organization: [Recipient's Organization] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We hope this letter finds you well. We are reaching out regarding a concern that has arisen in 

relation to our upcoming event, [Event Name], scheduled for [Event Date]. 

It has come to our attention that there may be a conflict regarding [briefly describe the conflict, 

e.g., scheduling, resources, etc.]. We are committed to ensuring a successful collaboration and 

believe it is important to address this issue promptly. 

To resolve this matter, we propose the following steps: 

1. [Proposed Solution 1] 

2. [Proposed Solution 2] 

3. [Proposed Solution 3] 

We would appreciate your input on these suggestions, as well as any alternative solutions you 

may have in mind. We believe that open communication is key to resolving conflicts effectively. 

Thank you for your attention to this matter. We look forward to your prompt response and hope 

to work collaboratively to find a resolution. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


