Negotiation Conclusion Summary

Date: [Insert Date]
To: [Recipient's Name]
From: [Your Name]

Subject: Summary of Negotiation Conclusions

Introduction

Dear [Recipient's Name],

Thank you for your participation in the recent negotiations. This letter summarizes the key
conclusions and agreements reached during our discussions.

Agreements Reached

e Issue 1: [Description of Agreement]
e Issue 2: [Description of Agreement]
e lIssue 3: [Description of Agreement]

Next Steps
As agreed, the following actions will be taken:
1. [Action 1]

2. [Action 2]
3. [Action 3]

Conclusion

We appreciate your collaboration and look forward to seeing the positive outcomes of our
agreements. Please feel free to reach out if you have any questions or need further clarification.

Best regards,
[Your Name]

[Your Title]
[Your Company]



