
Invitation to Mediation Meeting 

Date: [Insert Date] 

To: [Recipient's Name] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to invite you to a mediation meeting 

regarding [brief description of the issue]. The purpose of the meeting is to find a mutual 

agreement and resolve the matter amicably. 

Details of the Mediation Meeting: 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

Please confirm your attendance by [RSVP Deadline]. If you have any questions or require 

further information, do not hesitate to contact us. 

We look forward to your positive response. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


