
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[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 follow up on our recent discussions regarding 

the settlement negotiations related to [briefly describe the nature of the negotiation]. 

As we previously discussed, reaching a mutually agreeable settlement is important for both 

parties. I would like to inquire about any updates or considerations you may have regarding our 

last conversation on [specific date]. 

If there are any additional documents or information needed from our side to assist in the review 

process, please let me know at your earliest convenience. It is my aim to expedite this matter 

while ensuring we find a resolution that works for both parties. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


